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THE "Brief Course" has been planned to meet the de- 
mands of the evenii^ school student and teacher of 
shorthand. The former presents many interesting 
and difScuIt problems. First: he is of a studious and am- 
bitious turn of mind. Secondly: heseeka the subject tor 
some special reason. Thirdly: this incentive keeps liim 
buoyed up to the highest pitch of endeavor. Fourthly: 
unless he notes progress, however slight, at each session, he 
soon loses interest in the subject and drops it altogether. 
Ijastly : he presents to the instructor the most difficult of 
teaching problems, since, in » great majority of instances, 
he comes to school unprepared for the evenii^s work. 
Coining from a day's labor permitting of very little or no 
preparation, he brings to his nightly studio a mind by no 
moans the most impressionable or pliant. It requires a 
teacher of keen sympathy and considerable magnetism to 
vitalize the evening's task, to crystallize it into such form 
that even the tired mind may become enei^zed sufSciently 
to cull the maximum of profit from the combined efforts of 
teacher and student. 

To enable the instructor and pupil to attain this deside- 
ratum, the following features of the "Brief Course" have 
been introduced: 

1. In several instances, explanations of principles have 
been amplified, and, it is hoped, simplified. 

2. The exercises illustrative of each principle have been 
considerably shortened. This will permit of a more inten- 
sive study of the principle undo' discussion. For further 
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practice or dictation matter the "Shorthand Writing Eier- 
cises and Examination Tests" is indispensable. 

3. A number of topics, such as Upward and Downward 
L 01x6 R, Prefixes, Suffixes, Figures, etc., are introduced as 
early in the work bh was thought to be compatible with the 
pupil's knowledge of the subject. One prefix and one suffix 
are studied with the Halving Principle; another prefix and 
another suffix are studied with the next topic. Tiiis is con- 
tinued until all have been taken up. Thus, not only are 
the principles learned more rapidly, but a wider choice of 
dictation matter is insured. 

4. Shorthand reading eyercisee and business letters in 
longhand are introduced as a stepping-stone to the develop- 
ment of speed. In thia connection the use of "Practice 
Lett^^ for Beginners in Shorthand" will prove highly use- 
ful. 

A rapid mastery of the principles of the Isaac Pitman 
system of Phonography without any sacrifice of thorough- 
ness is the aim of this work. Thoi^ intended primarily 
for use in the evening schools where such exacting condi- 
tions exist, it is sincerely hoped that other classes of stu- 
dents will find their inspiration to successful attainment in 
this "Brief Course." 

The publishers desire to express their appreciation for 
the new features and devices and all deviations from the 
original "Course" in subject matter and exerciaes, to Mr. 
Arthur M. Sugarman, Chairman of the Department of 
Stenography and Typewriting at the Bay Ridge High 
School, New Yoit. 
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BRIEF COURSE IN 
ISAAC PITMAN SHORTHAND 



1. In writing the Isaac Pitman eborthand the atu- 
dent will ahoaj/s bear in mind that he is writing 
Sounds. Thus, in the word Bomb the final b is not 
sounded, therefore it would not be represented by any 
shorthand sign. Likewise, in the following words, 
there are many tOent letters which would not require 
laiy representation; select the silent letters in thoroughly, 
bought, tight, knight, bureau. Thus, in the word bought 
we hear the sounds, b, u, t, three all told. Analyze 
each of the other words in the same way. Sug- 
gest as many words as you can think of rapiAly, 
which contain letters that would not require any short- 
band s^n. 

2. All sounds in spoken language are divided into 
two das»es: Consonante and Vowels. The same is 
true in shorthand. Consonant-sounds are represented 
by ilraight lines and curved line«, and vowel sounds by 
doll &ad dashes. 

N — / Straight lines. f '-^ v. Curved lines. 
. Dot. - Dash. 
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8. A Btraight line may be written vertkaUy I 
hoHumtaUy — slanting towardH the right ^ slanting 
towards the left I . These four atrokee written lightly 
represent four conaonaut-Bounds. Write these same 
Btrokea a httle heavier and they represent four oiAer 
consonant-sounds. The horizontal strokes are written 
from (eft (o rigkl. The other strokes are alwaya written 



The following table explains these eigh 



Letter. 


Character. 


Name. 


As in 


P 


\ 


pee 


roj»e, paat, pas 


B 


\ 


hoe 


roie, bo&ai, 6ay 


T 


1 


tee 


faie, Hip, oat 


D 


1 


dee 


fa<&, (^ip, od^ 


CH 


/ 


ohay 


etcA, ctest, chdka 


J 


/ 


jay 


erfye, jest, joke 


K 


— 


kay 


lee£, fate, pick 


G 


— 


gay 


league, ffate, pij 



4, Write sevM-al lines ot each characler nammg it 
as you write it and thinking of the sound it represents. 
The vertical and slanting strokes should be written with 
the ends resting on the Une. Continual practice should 
be the rule, for only in this way will facihty in the use of 
^orthand be gained. Study each new point until it is 
thoroughly understood. 

6. Many words contain tiso or mare consonants. 
When indicating them in shorthand the second 
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stroke is beffun where the first endi, the IMrd where the 
tecond ends, etc. Do not lift the pencil from the 
paper; thus . 

-> -> -k- -f ■<- ■^■■■^- 

ve^ hi, tp, dl, ch p, kg, kp, hg. 

Exercise 1, 

Read, copy, and lranicrS>e. 

3. _^ ^ /L....ZN...,ZZ 

Exercise 2. 

Write lA shffrlhand the conaonantsounds heard in the 
foUotiring wordet 

1. Cawed, bake, baked, do^ed, tapioca, judge, book. 

2. Debt, chapped, gai^e, cocoa, page, dodge. 

3. Body, package, coach, check, babe. 

6. All strokes are said to have three places; be^nning, 
jniddle, end; first, s»Mnd, and Ihird-place. All vowel- 
sounds are represented by writing dots or dashes in these 
places. As in the case of the coosanant-strokea, by making 
these dots or dashes li^ht or heavy, different vowel-aounds 
are indicated. 

7. A heavy dot in the second-place adds the sound 
of S, as heard in the word pay; a short heavy dash in the 
second-place adds tiie sound of 0, as heard in the word 
toe; thus .."^. pay, ..JC. toe. The dash should be 
written at right angles to the stroke. If the vowel- 
s' ia written at the left-hand side of the doum- 
atTokes, or above the horiamtal strokes, it is read fte/ore 
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the stroke; thus ..^!_. ape, .,tL.. oal, ...'/., age, — ! — oak. 
If the vowel-gign ia written at the righl-hand side of 
the dountstrokes, or below the koriionUU strokes, it ia 
read after the stroke; thus .^. bay, -J.", toe, ..C... jay, 
— — .- go. Write a Une of each consonant as 
followa; .Ihj,,. ape, ^... pay, .^.. ope, ^^i-. Poe. 



Read, copy, and Iramcribe. 

•^ ^ ^ V^ ^L J \ - 

2. , ^ X d k rl |:....Z?....^^_3 

S. Remember that aU the strokes in a word are written 
Jirsf, fA«n insert all the vowet^t^ne, in the order in which the 
Towel-sounda are heard. 

9. Shcniihand outhnes are written in one of three 
positions, first, above the line; second, on the line; third, 
through the line. The vowel in a word, or if there is 
more than one vowel, the stressed or envphamsed vowel, 
indicates the position, to be occupied by the outline 
for the word. ^K the vowel-sound is a firsl^place 
vowel the outline Ivill occupy the first position; if 
a second-place, the second position; and if a titird- 
place, the third posUiori. Note that every outline 
in Exercise 3 is written in the second position. Where 
there is but one stroke that stroke rests on the line. 
Where there is more than one stroke, the first doum- 
slroke governs the posUion of the outline. The student 
will observe in Exercise 3 that in each case the first 
downstroke rests on the Lne to indicate the second 
position, because, in each case, the vowel is a second- 
place vowel. 
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10, AU second-place vowds oceumng between two 
strokes are always written after Hie first stroke in the 



11. In shorthand, h, small cross ( >< ) is used for a 
period; the sign ^ ^ is employed to express a dash; 
and other punctuation marks are written as usual. Two 
ehort lines drawn underneath an outline indicate an initial 
capital; as -^-- TTN, Job Cope. 

12. Words of frequent occurrence are expressed in 
shorthand by one of their letters. A word thus abbrevi- 
ated is called a grammalog; the letter which is used to 
represent the whole word is called a logogram. The 
student should leam the grammaloga as thoroughly 
as poamble, because a knowledge of them is neces- 
sary in fast writing. Throughout the eicercises in 
this book the grammaloga and contractions are printed 



^ ^t 



■ the, all, V too or two, . of, 

owe or Oh! i he, ..J„ on, i bvt. 

Exercise 4. 

Bead, copy, and transcribe. 

L ^ ^^ - X.:. 



...A N L 5\_x._ 3L. 



a t L._.^....:: -I J, ^ ;3i....: 



' \' 



Write in ShorlhaTtd. 

1. He paid Joe Cope to take the boat. 

2. Take the cocoa to the page on the boat. 

3. Take the page to the oak. 

4. He towed the boat to the oak (o-day. 
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IS. In the following diagrams the circles are divided 

into four parts. Each curved stroke is employed to 
represent a consonant-sound. 



The two (ouwr in the first and the two aide curves in 
the second will now be studied. They are written light 
and heairy as in the case of the straif^ht strokes, and 
urUU otherwise indicaled are abcays Jrritten downward. 



Letter. 


Character. 


Name. 


As in 


F 


^ 


ef 


ea/e, /at, lea/ 


Y 


»^ 


vee 


Hat«, itat, leat>e 


TH 


( 


ith 


wrea/A, iAigh, ba/A 


TH 


( 


thee 


wreaTHe, THy, baTHe 


S 


) 


ess 


i(«, *igh, lace 


z 


) 


zee 


ooie, Zion, la«y 


SH 


J 


iab 


bsh, ,k6, la«A 


ZH 


J 


zliee 


mearare, treasure, lunal 



Write several lines of each. 
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14. Whatever has been stated about the straight 
Btrokes with regard to the three places and the three 
positionB in the preceding paragraphs, is also true 
of these strokes. Note in the following exercise 
how clearly the anjie between these strokes is- 
indicated. 

Exercise 6. 

BMd, copy, and tranecribe. 

'■■V-V-] ^ ^ V---S--V 

M---1 f---^ ^ } >....V"..),. 

-^; t-^ \-^^- ^ V \ <■ 

'is. The stroke ah is usuaiiy written iouwword, but 
when it immedvUdy precedes \_, v., I, (. or ' <i),. 
or immediately foUowe ^^ , v_ , or I it will be found 
more amvement to write it upward. Write a line of each 
of these combinations employing first the doTimward sft 
and then the upward sh, and note in each instance, how 
much more easily the outline is written, when the upward 
sh ia used. 

16. (a) A heavy dot in the firat-place adds the sound 
of oA, as heard in the word palm; a short heavy daah in 
the first-place adds the sound of aw, as heard in the word 
bought. (Read paragraph 9 carefully.) To indicate 
the first position, keep tLe stroke above the Une; if there 
is more than one stroke see that the first downstroke is 
kept above th% line. 

(6) AU, first-place vowels occurring betweeri two 
strokes are always written a^ler the first stroke in the 
first-place. 
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8 BRIEF COURSE IN eaoRTHjum. 

Exercise 7. 

Read, copy, and tratitaibe. 

1 \ ^ ^ L: c .c.„:^ :! "^ 

a .V^__..k St_ J^.....J^ .. ..-^ ..3..Z7. ViL.. 

Grammaloqs. 

avx or ought, f who, and (up), ^ should (up), 

.!^.. fioppy, \ up, _s^ put, \__ by, bye, buy, \ be, 
.y^ to be, A._ at, I it, „.[„ out. 

Exercise 8. 

Read, copy, and tramcribe. ' 

L .>..,_S_! A-s, ._ 2. A.^...\ \....^.xA._ . .3x 

s. . ...f. ^^....|.. \ J J 4. '...31 .....5|.....l Zl. ,..J- 

-^-■-. '■ I- 6. A...'.........X...L..:^.., 



Exercise 9. 

Write in thorthand. 
Job, take the boat and put it up by the gate. 
Pa paid the page (o-day, so he sAouW be happy. 
They say Job Bate put oU the folk on fA« boat and 
towed it to the bay. 
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LESSON 3. 

CONSONANTS TO THIED-PLACE LONG 

VOWELS. 

The remtunder of the consonant strokee are nc 

in the following diagram: 



Letter. 


Character. 


Name. 


^«M 


U 


- 


em 


seem, met, chime 


N 


w 


en 


seen, net, Ohiwa 


NG 


^ 


ing 


\ang, sins', fanjr 


L 


r 


el 


ta/;. ;ife, mel; 


R 


^ 


ar 


army, arose, bo« 


B 


^ 


ray 


rate, rogue, right 


W 


c^ 


way 


tcade, aware, toeep 


T 


=-" 


yay 


lale, yoke, yore 


H 


tf-' 


hay 


liope, adhere, kaxrs 


H 


; 


hay 


Aigh. few, iook 



17. ilK ihe dhme are light strokes except >w/. The 

■ student will observe that the signa »— v, ■ -, s-^, 

' , A, are the remainder of the curved strokes 
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as noted in the diagrama in p&ragraph 13. It will 
be seen in a latra- lesson that ,^~., i , ^, are 
also' written heavier to indicate additional consonant- 
sovmds. The horizontal »troke» .— s, ^.^, %_.- , are 
written from i^l to right; ( , ^ , c-^, if^ , and 
o , are written upward; and ^ and / are written 



Write two or three lines of each stroke, namii^ 
each as it ia written. Indicate the three places in 
each. 

18. These strokeB are joined to one another and 
to other strokes in the manner already explained in 
paragraph 5. 



Write in Shorthand. 

1. Palm, bale, watch, yoke, loam. 

2. Calm, locate, laying, range, knave. 

19. Ray ---' and chay I though looking very 
much alike are easily distinguished. When gta-nding 
aUme the slant of ^ stroke will determine which it is, 
for ray slants irut elightly from the line on which it is 
begun. When written vrilh other strokes the direction 
of the stroke will determine which it is, "ray" being 
the upstroke and "chay" the doumstroke. 

SO. The consonants r and h are each provided 
witJ) two forms, an upetroke and a downstroke. 
This is tor convenience of joining to other strokes, 
and also for the purpose of vowel indication in writing. 
The rules governing the use of these forms will be fully 
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eiEplained in a Ister lesson, but, meanwhile, the foUowisg 
brief statement will be useful: 

(a) The upward form of h is used, except when h 
standi alone, and in the compounds of such words, or 
is followed by — ot — ; as -A. hay, .J:- haystack, 
J^- hawk, J—- Hague. 

(6) At the beffinning of a word ^ n it preceded by a 
vowdsound, the down'ward form is used; if no vowel 
Bound precedes the upward form is used; as -JUT: arm, 
-Xtt: ark, _?!. ore, but ,i^ ray, --^. rate, .*^Z!1- rogue. 
Before u, however, always use the downward form; aa 

(c) At the end of a word if r is the last. sound heard 
use the downward form; if a sounded vowel follows r 
then use the upward form; as -s-^ fair, ^^ Pharaoh, 
J?i- ore, .xfC TOW. 

Exercise 12. 
In the following words write only the stroke out- 
lines suggesting in each case the rule to be observed 
in the choice of the upward or downward forms of R 

1. Hack, hope, high, higher, rope, early, wreck. 

2. Fear, fury, Hague, furrow, bear, Ann^la, room. 

Exercise 13. 

Kead, copy, and transaibe. 

1. ,T^....s^^ (^..,....€Z......(^ -C 7^ ^.. 



.,,Go(.)>^li: 



12 BBIEF COtJBBB IN SBORTHAHD. 

Exercise 14. 

Write in Shorthand. 

1. Majr they aU take a ahare at the game? 

2. Put up a lo&f; beouiby four; and take f^ coach at the 

gate. 

3. They shintld alt be aid by four. 

SL (o) A ftetwa (io( in the third-place adds Uie 
sound I, as heard in (ea; and a ihort heavy da»k in the 
third-place adds the sound of BB, as heard in do. Words 
containing a third-place voivelrtound as the oniy or the 
principal vowelsoy.nd must be wriiien in the thxrd 
position. Horizontal strokes are writlen on the line 
for aecofid and third positions, when wrillen alone or 
ioined to another horizontal. If a horizontal is im- 
mediately followed by an upstroke, b^in the horizon- 
lillle beloxe the line, to indicate the tirird pori- 
In other instances the first doumstroke deier- 
the position and mast be written sUghtly through 

',he line; thus — ,- key, ^ co<d; ..^. peach, ^^ rue, 

rz:^ keep, -V^- eve. •/ 

(b) AU third-place mmel-eiffns occurring between two 
strokes are always tvrillen before the second stroke in .the 
tiiird-plaee. 

(e) Construct a dozen outUnes containing these 
third-place vowel-sounds and write a line of each 



Grammaloos. 
I had, 1 do, -L.. different or difference, „L_ much, 

I which, .../... each, /._ Utrge, can, — come, 

go or ago, — give or given. 



xjgic 
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Exercise 16. 

Read, copy, and InmscrUie. 

3. t.i./-i.,. LLj ^i.'k- . :y. .4. . . ./.v^ 

'■^-■^- N"-- cz.'J..^..i.->\.^ 

6. t....&!,-..;^-..L....) ...i .^...S )<y\..±...^ ... 



...I /..A1...!:,.L..^S^ ! J,.. 



y 



Exercise 16. 

WriU in Shorlhand. 

1. Which way should they go to reach the pool ? 

2. ffe may po iy the coach, and take iAe boat at the pier. 

3. They had to go a different way at sea. 

4. They fear they may be out of the way. 
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SHORT VOWELS. 

S3, (a) A light dot in the first, second, or third'plaee 
represents respeeUeely the short vowel-sounds d as in 
that, £ as in p6n, and { as in {«. A short light dash in 
the first, second, or third-place represents respecliiidy 
the short votBel-gojinds tf as in n^, ft as in mficA, 
and dd as in gSdd. The words given as illustrations 
form a sentence that is easily remembered: " Thai 
pen is not mwA good." All that has been stated with 
r^ard to the long vowel-sounds is also true for theee 
fihort vowel-sounds. 

(6) Note that the rules tor writing these vowel-signs 
when they occur between two strokes, are the www as 
those for the Umg vowels ee indicated in the following 
examples, JS|_ bOt, --X bit, -■V- bU, -^ '**. 

^' likk, £zt I6)ik. Read again paragraphs 10, 16 (&), 
and 21 (6). 

(c) The rules for the position of ovUinee of words 
containing short vowd-smmds we exactly the same as 
those . govemii^ the position of words containing long 

vowel-sounds; as ^^^l^n: palm, _^t=r pack; ."^ hake, 

'S heck; .1^,. deem, .[_.. dim; ..>.!.. tarougkt, ..^J_ rot; 

_pjC- coal, —J /^ ,. evE;'\^. pool, \^ puU. 

Exercise 17. 
Bead, copy, and transcribe. 

2...d. <2....Y3,.....S^„..m r rt^-Zl 
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BHOirr VOWELS. Ifi 

3 ,r2_...t,„X_, -7^ x,~~.^^....,^-^-r,^^. 

4. .=^..„,.=...sA £:=;:: .n^jsa it,, 

Grauujxogs. 

..W. haif, V if, ^ have, .„(_ thank-ed, ( iAiTWt, 

_^ ymUk, ._.V_.. though, ._C_ (fcem or (Aey. 

Exercise 18. 

Bead, copy, artd tTamcnhe. 

1 i=,.........vi ^_.N, ,....^....,_zi.js...> 

a . _.(....,..._^.,s.4.,l...i^.,^..;^.„^...^,-^. 

3. i_^..A.,,v..— ,,w.>:r.. 

1 i.„^...zi ^ .<....< «<\_^J2 ij?: 

■ ::i.j..-....X -W7-- 

Exercise 19. 

Frite in Shorthand. 

1. Tftey (WiiA they may Aow to so to the bank ond caah 

a check to pay fAe youth the money. 

2. rflouffft they go out on the tenth, they may come back 

by an early mail. 

3. They think the lad may have to go to Canada in a 

month. 

4. /fo^ the party came fo git^ a vote eocA fo Adam 

Bailey. 
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DIPHTHONGS AND PHRASEOGRAMS. 
23. The diphthongs i and 01, as heard in bile and 
boU, are indicated as follows: .X..,. file, us:/^... miie, 
..-rd..... cml, ..y^. decoy. These signa are alwaya written 
in the first vowel-place, hence all words in which these 
are the only or the principal vowel-sounds must be writ- 
ten in the first posUion. Write in shorthand a line of 
each of the following words; fire, timely, pipe, lime, 
likely, chiming, enjoy, boyish, envoy, coy, boiling, 

S4. The diphthongs 010 and u, as heard in cow and 

netu, are expressed as follows: —A,, rout, _|^,. allowed, 
Ti:^ ctAe, yjV-n '■e&ufce. These signs are aiioays 
vmtten in the third votiml-place, Jience all words in 
which these are the only or the principcd vowel-sounds 
must be written in the third position. Write in short- 
hand a line of each of the following words: boi^, 
shower, loudly, dowry, reviewing, duke, duly, fury, 

26. A small tick, upward or downward, attached to 
a diphthong'«ign expresses any short vowel; thus 
, K diary, T dial, ._^... piety, j£i„..:. loyaUy, ,^,. vowel, 

J/ , manual, /^\ riot. The a^ representing a diph- 
thong and vowel is called a triphorie. 

Write a Une of each illustration. Suggest half-a-dozen 

examples in which the triphone is employed and write a 

line of ea«h. 

36. Whenever convenient the diphthongs i and 

16 



DIPHTHONGS AND PHBAfiEOGBAMS. 17 

ow may be joined at the bcguuung or end of an outr 

line; aa .Iri. item, /,„ ice, .^TZ. nigh, iL^ owl, 

JS^^ bough. Oi may be joined at the beginning only; 
as -TT— oU. V may be joined at the end only; as 
— 17- "iw*! ..}n argte, •■yC=:i~ renew, — '->• mew, 

r- cue, .S^ vcUue. Note that the ueual directum 

of v is changed when joined to Ike 8(roie« , , . — ., 

— and /^ (up). In .the word now — v-^_ only the 
last stroke of the diphthong ow is joined to the n stroke. 
Write a line of each of the illustrations given in this 
paragraph. 



ExerciBe20. 

Read, copy, and tranteribe. 



.L,.._i^ 5^ !^.d.. 



/• -^- 



Write in Shorthand. 

4. The Uvely dealer took a widely different view of the 

afFair to-day. 

5. They assume a large share of the duty; but they have 

no right to it, and Ihey may have to give it up. 

6. Pursue a Ufe of purity, and so rebuke them. 

7. If they take refuge on the boat, they can defy the 

power of the enemy to take them or to move them 

27. Final I is written downward after — - and *-.- ; 
thus ,!5!^_ nail, Sj— oniy, ..y.X.— wrongly. Suggest 
half-a^ozen other words and write several lines of 
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« SHORTBAND. 





GlUHUALOOB. 




_V J or eve, 


A how, _^__ why, ..*.„ 


ay (yes). 


:l_ beyimd, - 


y<m, ...'... wUh, t token, 
> wmM. 


...!... wAoi, 



38. A group of words may be represented by join- 
ing their outlines without lifting the pen from the 
paper. The resultinR outline is called a Phraseoffram. 
The fiTSt word-form of a phToseogram must be wrillen 
in Us usual position; the other word-forma may or 
may not occupy their proper positions; thus in 
•v_^.. you can be, it will be noticed that you is written 
in its proper position on the line, whereas can and 
be are not written in the positions they usually 
occupy. Thus ,j'!r^. what may be, ..lif„ I think 

you should, -Ir— it would be, .k, if he can, 

„>-._ why have you, --*— when they'. Write several 
lines of each phraseogram. Construct wmilar phraseo- 



29. In phraaeograms beginning with a first-pc^tion 
aigni that sign may be written so that the following 
word-sign shall take its proper position; thus, .J^„ / see, 
^—. ipiifi wjucA, -i.s.. / iha,nh you, — L.. / Ihink, -..l_ why 
do you. When joined to '~-, / , or — , the sign 

" may be shortened to ; thus {I'm = I 

am), .'C.. (/'K = / wiU), .^.. I can. The vowel should 
be inserted in the phrase<%ram -^^■- to go. Note 
that /^ is used in phrasing for the word wiS. 
Write several lines of the phraaeograms for each 
of the following phrases: I-will, I-may-be, you- 
will-be, if-you-ehould-be, why-have-you, what-do- 
you. 
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D FHRASEOaH&US. 19 

Gr&hualoob. 

, ) to or us, .-)— see, sea, ) too*, ._)_ whose, 

^ shaU, __/. wish, ^ tMuoMy. 

Exercise 21. 

Bxad, copy, and Inmseribe. 

..\...\.ic _i-^^.._xi )-._"yi...£. 



2. .xn^ ., .\ ;!!^., 

a L.....( :5, ■=^l...I::s >".....:..? 

4. ( ...i k/?. L <:^....l 1^..;. J _,-._L 

.rj.-...-A.....r7 ^__. '■ > 

s. k,. J -(-..: ..-,....;u..ivA.^....v..i i. 

«. I L.4»..:.....:sa „i ! ....,!_ I.., 

1 >„. V;.L/...kC..!..J ^J......L.\..!it- 

Exercise 22. 

The phrases in this and the following exercises are 
indicated by the hyphen. 

Write in Shorthand. 

1. I-think-ymi^hottld wire them, i^^yov. think ymircan- 

do what they ask you to-do. 

2. I-think /-may guarantee ihe^ tube to he rdlrtkey say. 

3. What difference cora-ii make to-ywu if I-have lo^o 

out by-the tenth? 

4. I'See-you know two qf-ihem, 

6. I-ekall^ happy to-haxe-you do-so if-yoU'Can manage 
U. 

I copy, th^ff-nmy-be happy 
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CIRCLE S AND Z. 

80. Tbe sounds of a and z are tno of the moet 
frequently occurrii^ Hounds in the language, and it 
is, therefore, necessary that they should be provided 
with very easily written signs. These sounds, besides 
being expressed by the eigne / and ' , are also 
represented by a small circle, easily written and 
joining readily with other strokes. When standing 
alone, or joined to straight strokes at the beginning 
or end, the circle is written in the direction opposite 
to that in which the hands of a clock move round; 
thus ..„„ ..^v.. J!l-o_. Notice that at the banning 
the stroke closes up the circle \. f f j-^ a...,. 
Do not make a complete circle before writing the 
stroke. 

81. This circle may be written Bt the b^inning of 
a stroke {initidly), at the end of a stroke (finally), 
or between two strokes (Txedially), When joined 
to single strokes the circle is written on the right- 
hand side of straight downatrokea, on the xip'ptr side 

of the horieoniaU ■ and , and the straight 

upstrokes -^ , t^, tf^ , €^ , and in*trfe of cunie*. 
/( 18 ofewous ihai the cirek may not be xirritten initi^Uty 
with the strokes t^, / , rf^ thus, .^i_. «p, 

."^xt. ps, -J— st, ...t... ad*, -.A... achs, d-. kt, 

„ji_tt.. Sffs, j»;L ST, —t:?. tb, .<^... ws, .jit... hs, jif.. ys, 
A— ^, .%~a. sm, jOs. am, .a^. sns, ..T>.. ara. Write 
a line of each of the strokes employing the circle 
initially (excepting as noted ^x>ve), and firuilly, con- 

20 



structing words that would be represented by those 

33. When used medially, circle s must be written 
as foUows: 

(a) Between two BtraiKht strokes forming an angle, 
outside the angU; thua -irs. tsk, .jC. chep, ..._^. gsr, 
_i^!r7_ Tsk, .m. kst, .No., back. 

(b) Between two etrajght strokes not forming an 
angle, on the itataU side of such stroke; thus "^' psp, 
„.L.. tst, Q ksk, ci^Msr, .':?—. rtr. 

(e) Between two curved strokes, generally inside 
the firsl curve; thus -^•^■/^, -,ar:i- msm, Ay. asr, -..~J mer, 
_ioi_«. n»n, ./^,... Isl, J—S^.. mav; but inside the second 
curve rather than an awkward joining ; thus -'^^^7^. noisome, 
..^q.. facaUy. 

(d) Between a. curved and a straight stroke, inside 

tke curve; thus .^.J^rrr. nsk, .>«... per, . a^ ksn, ...4^ ckan. 

Construct several combinations for each rule stated and 
write a line of each combination. 

88. Initially, the circle may have the sound of s 
only; hence words beginning with the sound 2 must 
be represented by the stroke; as .Ar^. zeal, ...J^ zero. 
MediaUy or finally the circle may have the sound of 
8 or e, as -c£^ racer or raiser; ^.ti.. pace or pays. 

84. The circle s is always read first at the beginning 
of a stroke, and last at the end of a stroke; thus 
_J_. eai, _jf.. seal, _^. aeaU; ..X— two, — t., stow, 

.-&_ stmos; !— eke, ...a—:., eeek, " " sects; 

..'1. oar, ..5^^ aoar, .^ soars; ..?<a. suppose, ...^... cities, 
__;!&. series. Note that the vowel-sign in each outline 
ia read with the stroke and not wiUi the circle. 
Take the word suppose; the first sound is s; then 
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22 BRIEF COURSE IN 8B0RTHAND. 

the Boundf) u, p, o are read, and lastly another t or t. 
Analyze in the eame manner every other illustration 
given in these paragraphs. 

S6. Since txneel'Sounda are never read tciih the circle, . 
in words banning with the sound of s preceded by a 
nouiel-souTUJ, or ending in m or z foUowed by a votedsmmd, 
the strokes ) or ^ must be employed. Thus 
JL... ask, -^ aasume, -i^. asp, ..C.J laxy, --^- /ussy, 
as compared with .JZL sack, .J^. tap, .xl. laze, 

.kc., fltSH. 

Exercise 23. 

Read, copy, and troTtscr&K. 

I S^S.S.^X^--''- - /^ --^^^-^^^ c. 

2. -i^-.-^,p^---\-S:^L.dL,:.....::i ..^ ^... 



36. Before an, sng, and sv, I ia written downward; 
as ...^... ksaen, ._~!fc... unloosen, ..^. losing, 
-fc-" rfuswe. After a curve and circle I foUowa the 
direclioTi of the ctrde; as ._>«,. vestel, -/t^Z.. muscie, 
X... cartcel. 

S7. The word the, which is represented by a h^t 
dot on the line, is also expressed by a light slanting 
tick, joined to the preceding character, and written 
either upward or downward, in the direction which 
will give the sharper angle; thus „_^_ of the, , to 
the, ...Z.. OTid the,, ^ ahtndd the, ...J.- I IMnk the, \r- ' 
have the, ..?...- with the, ^ when the, Jb heis the, ..Jti.. it ia 
the, yo ia the, -~... aa the or has the. The first stroke 
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of .Jl— on the must be written slanting, in order that it 
may not clash with ..'„ /. The tick tke can neoer be 
used at the beginning of an outUne. Write several 
lines of each of the illustrations given. 

Graumalogs. 

OS or hM, o M or his, hecauM, „L_ iUdf, 

_i. Outse, (^ tHs, _^— theie or thus, ,!li. myaelS, 

f-e him»e^, me or my, ,— . Mm or may, „^ are, 

,^_ our or hour, c^ tue. 

Exercise 24. 

Bead, copy, and trameribe. 

i.'-X (,...„ c r::.-!. L...... ^....C, 

- ^ ^-=c ^-^ r 

a.J.^lS^..^ :..^v=-<--w:4i--.- 

■4. £..S=!..^..i.j-,.ifl....:....i^..j.„....%.-x 
^■^ l--^ ^--, ^.-. '=:> ^... 

Exercise 26. 

Read, copy, and tranecrihe. 

^:' L !r:^4/...^...^n.. .=^..1..^ 

^„..L.,._i=:.„3i..:-M...C-^...-/:„*.>r..„.-.<^., 
i-JL.^-; r::4 Jv^...:v,:\„:B:.. .::s,_ 
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BEIBF C0OT8B IN BBORTHAiro. 




Exercise 26. 




WriU in ShoTtkaTid. 


1. 


Sky, scares, spades, signs, designs, dies. 


2. 


Chosen, visits, masks, resumes, desires, pacifies. 


3. 




4. 


Sirs: 




We-are in receipt of-yows o/-May 4, advising 




us oj-the despatch of-lhe six dozen silk parasols, 




and-we hope to-receive these in a few days' time. 




Out customers ore feeling some annoyance oMfte 








ore-now ready wUh the new season's designs in 




ladies' capes and costumes, we ahovid like to see 




them. 




Yours, 
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LESSON 7. 

LOOPS ST AND STB. 

38. A small loop, half the length of the stroke to 
which it is attached, repreBentB st; thua i_— ache, 

—• stake, .jC. stale, ._Zv store, .„f... stout. When 
written at the beginning of a atroke the loop repreeents 
s( only; but when written at the end of a stroke it repre- 
sents eif/ter gt or xd; thus — ,s... coast, —i-^~ aayused, 

--^, jimt, ...>--»)... amused. The loop may also be 

used medially, when convenient; thus .1^ jt*stify, 
JF^. toasting. 

S9. A large loop, two-thirda the lei^h of the stroke 
to which it is attached, represents str; thus .^.. poster, 
.^. haief. The sir (ster) loop must "mA be written at 
the fcejtnninff of a word; but it may be employed medially, 
as in ,.jk. masterpiece. The circle « may be added to 

the loops; thus — j^i... eoasls, masts, ^^ posters, 

.&. lusters. 

40. The loops et (stee) and str (eter) follow the same 
rule of writing as the circle s; that is, they are written 
with a bocAirord motion (in the opposite direction to 
that taken by the hands of a clock) when attached to 
straight strokes, and inside curvee. The loops also follow 
the same rule of reading as the circle b; bd that the loop st 
is always read first at the beginning of an outline, and 
last at the end of an outline; while the loop str (which ia 
never used initially) is always read last at the end of an 
outline. 

41. The following examples will show the similarity 
between the rules for circle a and for the loops st and 



26 BBISr COCBBE IN SHOKTHAHD. 

«fr; thus ^ pat*, —^ patt, .^S. pattor, .^l. pastors; 
-Sj- «(M(p, -J^ «<oap; -^ tad, -^i stool; JTH. moss, 
*^ ma*(, r^ master, l^ maOeri. 

AL The vowel aw may be joined initially to upward 
I as .. ^i<^, "O nlm; and the logogram ...'*.... aw (oU) 



3 



be joined in compound words like - 
already, .*£!.. aB-ii«e. 



Exercise 27. 

Bead, copj/, arid (ronsenbe. 
1. rC-e '5..._3x^...fc„..-/.... 

a.'n_2iC:l..X-j|L. 

4. i?....^.....:r*...„t .^=>^.._^.„.-j^,_isi. 

GiuuiiiALoas. 

^ JJrst, most, ,t musi, infiuenes, mi- 

fiuenced, -^ next, .^.. in or any, -^ no or know, 
.^^ own, t suggesl-ed. 




Read, copy, and tTonseribe. 

■;a..zr; -L^., .:5-... 

£...r, 'iCf. .^... 



2. zj^.;_^....>, .•w;....x-^_".././!^ 



LOOPS "bt and "btr. 




Exercise 29. 

Write in Sharthatid. 

1. Stab, steal, Bting, stop, stoop, star, stark, stale. 

2. Reposed, diamisBed, fastest, advised, revised. 
S. Chester, Manchester, muBtera, ministers. 

4. Sir: The names of-tke vessels are-the "Star" and-the 
"Chester." The "Chester" sails on-Wedneaday 
next, the first of July. She has ■uauaUj/ a heavy 
cargo on-^ passage out. If-you-v/iUrbe influeruxd 
b^ our advice, ^ou-will book a passage by-tki* 
vessel to-day. The xest-of-lhe business can-be dis- 
cussed when you come to-the office. Yours, 
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CIRCLES SW AND SS AND CIRCLE S AND 
STROKE S. 

43. A largt initial circle written in the same way 
as the circle 3 Tepresentt the sound sui, ae ..Sy. sweep, 
..c:x.„ SToim, ...p.. switch; and a large medial or final 
cirde represents the sounds aea, sez, zea, or tex; as 
..ol, (aes) necessity; .jO.. (sea) passes; -^b— (zea) possessiw; 
.rn.. (zez) causes. Vowel-sounds other than the short 
i may be expressed by placing the vowel-sign within 
the circle (only when used medially or finally) ; as .rr^. elisl, 
,.TX. exhaust, ...n^.. census, .nrrC.. exercise. Final « is 
added by continuing the circle; thus, .=i^-. exercises, 
....)^.. emphamzet. Write eeveral hnes of each ot these 
illustrations. 

Exercise 30. 
Read, copy, and transcribe. 

1, -<^. .^-..^/i. .^. .^. r.C a>. 5o.....':£ 

s. ^...,.3*.....:^^ vf.: ::^:„ n^..j%.. 

*■ -^--^ ^--"-^- Lo ^ ^ ^.„ 

M. To avoid an awkward outline, the upward .-^ ie 
written, whether there is a final vowel or not, when 
r follows a straight upstroke, or ks or gs, or a curve and 



circle like '^ or o~- ; thus ..&<!!_. were, .^y.--^ weary, 
.'^r^Kaiser, .T^... geyser, .'S?^_ officer, ^\^. viscera. 



46. (a) The sw circle is employed in phrasing to 
expreae the words as we; thus ..2... o* u« haoe, --£. as toe 
tAiTtfc, .^.. OS we con. It is also used in the pbraseo- 
grams S.... as weU as. 

(b) The «a circle is employed in phrasing to espress 
the two s's in such phraseograma as ,..o„ this is, — p- it 
w said, -T:?,, (w soon (w, -"fa... in this dly. 

(c) The circle s may be used instead of the st loop 
in phraseograms like -Jfrj^. U mast be, "^nC^^.. you mtisl 
receive, /.Jr:-.. Uat Umc, -:--?*-- next lime. Practice each 
of the illustrations given in paragraphs 44 and 45; con- 
Btruct similar outlines and phraseograms. 

Exercise 31. 

Write in Shorthand. 
1. /i-is-said the ship "Swallow" i^ to-eail on Tuesday; 
but-this'is wroi^ as-uie-know ehe-ii still in bal- 



2, As-v>e-can easily ship ail-the c» 

-miist-be ready io-mail aU-the ii 

3. They-may insist on refusing-(fce laces because of-tke 

excessive charges, and may ask -as to change them, 
aa-eoon-oi-they lcnmi>4he cost. 

Gramualogs. 

..?— a»ia, O it as, fc iftis is or themsehes, _^^ oursetes, 

\ Bpecial'hfi .3-.. speak, ^ seuerai, c"^ yes, 

../.. Mffft, a^ ftoiise, n^ lae, way. 



BRIEF COURSE IN BROBTSAND. 

Exercise 32. 

Bead, copy, and tranxcribe. 



foeicise 33. 

Write in Shorthand. 
Swan & Lester. 

- Winnipeg, Man. 
Sirs: 

We-have a apedrU sale of essences and sweet synipa 
/o-day, aB-i(-w-necea8ary lo dispose o/-eome of-our stock, 
Ai-we-^now just what you use, we-can, tf-you-like, select 
a dozen cases and set Ihem aside, and yovrcan take 
same as-soonvia you-are ready. ^t>u<-many shoR we 
set aside? Shall we despatch a dozen apedaUy nice 
cases? 

Yours sincerely, 

Circle S and Stroke S. 
46. Iq para^aphs 33, 35 and 40 it is stated that 
(o) The stroke z is used in a word beginning with the 
sound z, as in zeal, zero, etc., and (b) It a word begins 
or ends with a vowel-sound, the circles or loops may 
not be used; thus JP:^.. assail, .4J. rosy, —p- duelg, 



as compared with ?^„. tail, .,^_ rose, -JL^ drtst. In 
the succeeding par^raphs the etudeot will learn 
several other rules for uaJDg either the stroke e or the 

47. A vowel c&nnot be shown betvieen the UtUra 
expressed by a loop. The aeparale letters, therefore, 
and not a loop, must be written in such words as 
■ N>- be»et, — j>_. tool, d^.. reside, ^^^ poaiure, W-- m 
Compare those words with .->».. 6ea(,..ii_/a«(e, .^.. ratted, 
.J5.. paetor, Jj3ci. invesUtr. 



48. Worda in which a or 2 ia the only 
and in words derived from euck worda, the stroke 
a or z must be employed; aa .../... saw, <^_ samrtg, 
-h^d- saw-miU, ...J... sea, X—^- sea-guU. 

49. When a word begins with b immediately folhtoed 
by two separate vowel-sounds, or if it ends with -ous 
immediately preceded by a diphthong, then the stroke 
« 1b used; aa ..W. science, ..<«;. sighing, -L.. joyoue, 

50. In wordslikcA.. sa?u;er, _V... aeizure, \^. season, 
the stroke s is written £rat because the circle permits 
of an easier joining with the following stroke. 

61. It will be seen from the foregoing rulee, and 
from the rules for writing r (paragraph 20), that the 
outline of a word frequently indicates the preseTiee or 
abseiux of a vowel, and that, therefore, the writer may 
safely omit an initial or a final vowel in very many 
outlines. Thua, he need not iiBert the initial vowel 
in forma like ,,L. oak, .1_^. assume, .TTX.. arise, 
becaufie the outhne in each case indicates a preceding 
vowel. Nor need he insert the final vowel in such 
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outlinea as -<SL rusty, .J^.J... policy, .er^- 
because tbe outline indicates a final vowel in such forms. 
62. Ad unaccenUd thort vowel, in the middle of a 
word, may usuaJIy be omitted; thus -^^^... absence, 
..\^-^. btmnese, .TLs- euetomer, ..fffr!^.. reaiffn, 
J£I. delayed, J^Ssil officer, -X/^.. dispoeaL 

Exercise 34. 

Bead, copy, and troTiscnbe, 

i .,^A.,:M;...^^^...;,.,-..I„J L..i=/... 

^ i- ^\--A..>^ :^..-..-r.-:m-z.^ 

■ a L,,;:$:;[.-.^..:L:...^,'.k.^..„^,...^ 

Exercise 36. 

Wrile in Shctihand. 
Sir: 

When can you ship ua-the acid xee bought last- 
montht We-are as busy a»-we-can-be just-now, and' 
the delay fa causing miich annoyance to-mtr customers, 
(U-ukU-cw loss to-ouraelves. Are you uneasy as-to-the 
bill? // 80, vie-can mail you check on receipt o/-the in- 
voice. IFe assume you-wSi write ua (o-morrow. 

GrAMMALOGS and CONTRACTIONB. 

language or owing, ._. (Airip, _,^_^. young, any- 
thing, •— Nrf' nothing, a~~^ eomclking, „J\, or, "^ your, 
^."^ year, .joflT.. A''eui York. 



r. h; Google 



E "S" ANB BTROKK "S. 
PHBAaEOORAMS. 



■ ^? , / am sorry, ..c,::^.... we are sorry, 

-nezCL ymi may as weU, .!!>C^ yours respectfully, 

-■^-w respeclfuUy yours. 

Exercise 36. 

Read, copy, and transcribe. 

-^---V^--w^. ;^. .^^--^ i, 

Aj s_/::-_L.l. ^.^....:=? S...J :. <,^ 

^_.„'r:.„.,!i?:...A la.^*?.._.^.J„...i^„.,^-- 

>--^~--'v^ :|^ .4„...X.:.3.^ 



■-=>»■■ 



....L.... 



■4-^^-=--"-=^-l ■-'^■J" -S- 



Exercise 37. 

TFrite in Shorthand. 



Sira: 

ffocft season in-lhe past six years uie-ftai« bought 
your books 0/ science and-have~had to pay excessive 
rates o/i-same. We emphasize lAis fact because if-we- 
are to-make a success of-our business we-musi sell the 
books al low rates. Can you suggest hmo we-rnay get-(fte 
charges reduced, lyr can you in-any-way aeeist us in reduc- 
ing-fAe cost of -the books? 

YouTSTesyeclfvlly, 



SS. A small initial hook written on the same eide as 
the circle a, adds ( to the straight strokes W I | 
/ / thus forming a series of double conso- 

°'"*''^ \ r f /■ /' ^ ^ 

pi U ll dl chl jl U gl. 
64. A sma31 initial hook leriiien on the opposite side 
adds r to the same strokes, thus '' 

p\ X 1 1 ; ; ^ ^ 

pr br Ir dr chr jr Icr gr. 

K. (n) The hook is written first in such consonants 
and made parallel to the stroke with which it ia 
written. 

(b) These double consonants may be sounded ia 
two different ways; first as a distinct syllable; thua 
in the words ..L.. topple, .j^... rebel, .>?t.^.. paper, 
-p- teacher; and secondly without the short e soimd 
as in the words .!!s_ ptoy, .'^. praise, .cX rejdy, 
.-t;!^ repress. 

06. These double consonants are named pel (as in 
topple), per (as in taper), etc., to distinguish them from 
outlines formed by the separate strokes, as ^^ (pee-el), 
^w (pee-ar). Vowels are placed and read to these 
double consonants just as they are to single strokes; 
thus .J^^.cup, ..XS>.. eoupte, .j3-^. coupler, .A..oppIy, 
34 ^ 
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.T^.. press, ^"^V imjn-ess, .:^!^<^„ impressing. Note 
carefully the joming of forms when these hooks are used 
mfifliftllv. 



a 38. 
Bead, copy, and transcribe. 



^.„^..^... 



„iL.„.rrx z.. 



...%. :r:?„..!2. 



*-^~ ^ Y,-'=-,-W--^-^A^- 

Ghammaloqs. 

..?^^_ apply, J?,^.. people, „>... hy all, X a6fc, 

^"^^ UUef or helieve-d JL at oH, f ieU, _f._ (iK, 

I delwer-ed-y. 

Exercise 39. 

ffrite in Shorthand. 

1. If-you-wiU apply to Major Gray he-may-be-able to- 

2. Hane-yoii delivered-the blue and black cloth to Briggs 

and Baker? 

3. WhaiAa-lhe least price at-whiek-you-can deliver your 

braas paste in glaaa bottles? 

' 4. We-are m«Lng you samples of cream lace to-day, 

and-we-Tegfet, .uie-were-unable to-do-so tUl now. 

We-betieve yotiHxtn.do no better a/-(fce-prices. 

Grauualoos and Phraseoobams. 

...I... doUar-g, ..tiT.. call, =-, eqiudAy, __1__ doctor, 

1 (tear, ,.^_.. during, L Dear Sir, J[^ Yours tndy. 
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Exercise 40. 

Bead, copy, and franscri&e. 

V--A. — )...:....-...i^.„:::i„...^ V ^- 



Exercise 41. 

Write in Shorthand. 
Samuel Brooks, Troy, N. Y. 
Dear-Sir: 

May I bring to-youT notice the enclosed price-list 
and samples of-the fabrics you saw during your caU last 
Wednesday? I-sja-able to-deliver these in blue, black, 
or gray, in a couple of-daye. The fabrics are aU equaUy 
durable, and-lhey-have wo equoli a/-(fte-price8. / also 
enclose a notice o/-my uswjI April sale, and sAoIWie- 
pleased to-have-you call and look at my stock. 
Kowrs- truly. 

Initial Hooks with CnaviB. 
67. A large initial hook adds I to any curved 
Stroke except I I, 1 r, } a, ) z, ^ zh, -^ ng; 

*""" ^ tL e c y <^ ^ 

fi d thl tht ah I ml nl. 
Practice several linea of each. 
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K. A snutU initial hook adds r to any curved stroke 
cEjA r I, "~^ >■, ) s, ) *; thus 
V "^ C ( J J ^ ^ 



thr 



thr 



pToclice several tines of each. 

69. The sound n^-r, as in 
wringer,, is comparatively ra 
used to represent the more 
and ng-gr aa heard in the wor 
„Vg^- finger, -fl^.^ linger, 
sk I ia almost always written -upward, as :X^-^-~ offitntU; 
while sft r ^ is gbnehallt written dovmieard, as 
..^. pressure. 



.9-j^, singer, ..yC^^r^. 

hence, the sign -t^ ia 

sounds of ng-kr 

banker, .t.-.- thinker, 



The 



ouble consonant 



Exercise 42. 
Read, copy, and transcribe. 



> 



„?s™.... 



--^--■i ^-^ ~ 



..V.„-...i:4t..-i=l... 



-^V^i^^ 



.4;i„..rz?,.i±N' 



^■^ 



Exercise 43. 

Wrile in Shorthand, 
Afraid, fraud, author, freed, dilTer, inner. 
Bunker, anger, shrewd, shroud, shrank, shrub. 
Buflhel, muffle, grapnel, approval, shrivel. 
Tanner, dinner, joiner, hner, fragile, freckles. 
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Graumalogs and Contbactions. 

^ Jor, ..S:„ over, V ever-y, .Sr=. valwUion, .^—. evil, 
\ other, more or remark-ed, "S. remarkabU-y, 



_P tniticd-ed4i/. 

Phraseooraus. 

^ yotir favor, ^ / am in receipt of your favor, 

.™lii» reply,T^^. in reply to your favor. 

Exercise 44. 

Read, copy, and transcribe. 

.xi....^. .:y,.,.' 

J J^: ..?^5s/:...a9 ,.•../! ::C.,^r:^-. 

-^■^^" -^ 

■■^- ^■i--^Jj. -V- 

Exercise 45. 

Wnte in Shorthand. 
1, TAe remarkable affray ts oiier, and eiwry wise thinker 
ia pleased wUh-4he iniliai eueeesa qf-the valTiolion 
policy. 
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INITIAL HOOKS TO STIUiaBT AND CURVED 

i. No, lee-had no other t&lk witk Mr. Tinker, beyond a 
mere remark on-the atate of businesa. 

S. The banker waa remarkably nervous, U-ie-aaid, but 
brimful of energy, hopeful, aruj ready, you would 
think, to conquer any trouble or adversity. 

I. Dear-Sir: 

Kowr-favor of -May 4th &m just come to us, 
ond-tn-reply we beg to eay the tank you sold us last 
April does oH-you claim and-more. We-think-U 
remarkably cheap, nor do tee-think-it likely uie-sAoU 
use any other. 

Fours-truly, 



f-am-in-receipt-<i/-y(mr-{avor of July 27th, and- 
in-reply beg to enclose samples of Zephyrs as near 
ae I-can get to-yoitr shade. Trusting these may 
suit yoit 

YoUTSTespeeifiMy, 

RiQHT Curves fob FL, FR, Etc. 

SOi The curves i r and ) a are not hooked 

tor I or r (see paragraphs 57 and 58). They are 
hooked, however, to provide extra forms for fl and fr, 
and tk I and th r respectively, the signs thus obtained 
being thickened for the corresponding heavy strokes; 

^^ ^ "^ ^ 9 9 ) ) 

fi \A fT vr thl fhl thr ih.T. 

These are the right carves for /, fr, etc., as dis- 
tii^uished from the left curves, or re ffalar forms. 

61. (a) When they stand alone (not joined to another 
stroke), the left curves, or regular forms are used if a 
vowei-sound precedes, as __^_. offer, ._V.. affray, _..f... ether, 
.'Sk- afUno; if no vowetsound precedes, the Tight curves. 



or extra forma are used, aa J^.. free, ..TX. /ray, 
-JZ. throw. 

(6) When joined to another stroke, use the form 
tokich ufiU give the better joining. Ae a general rule, 
it will be found that when joined to a stroke written 
toward the right, the right curves will give the better 
joining; likewise, when joined to a stroke written 
toward the left, the Ufi curves will give the better 
joining; thua .^>-^. ^ap, .5!'^ — fiake, iZ-^ Utugher, 
:.--^...txivcdry,-!^^.rivtd, .^-average, --K^ verb, \_ froth, 
.}:r^.. France, ,.(/._. Je/erson, I!^.. amrai, ..3L. miiffle, 
.}%^.... favor, -■^- fiedge. Practice each illustration given 
in this paragraph. 

Exercise 46. 
Read, copy, and transfribe. 

1. .«?:>....r^.. ^v^ .ra. ....^. .... J^^L^....:^=., 

2. .vr....'^..„v,.....>.....:j....^....3^^...^. 

3. J<^..:=:!rr5....,J,^....L^. L:j.„..5Q....^rf3:r..A> 

Ghauualogs. 

\ Jram, .Z^.. very, _^™_ h&wever, .,/— they ore, / Iheir 

or there,, ^ through, —\- therefore, \,. principk, 

principal-ly, ZS- liberty, \ Tnember or remember-ed, 

.^- number-ed. 

Exercise 47. 

WriU in Shwtkand. 

1. Hovel, influx, snowflake, phrase, phrased. 

2. Thrice, gathers, throngs, bother, cleverly. 
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3. Briefer, rover, breatJier, clover, Arthur. 

4. It-was, hrwever, through their principal member (Ae 

firm teas able to secure the buaineas in leather. 

5. It-ia very true, ind it-seeme almost incredible there- 

shauld-be such a large-mimher of-members irtr-tke 

6. I-shaU-be at liberty (o-morrow frtmi five o'clock lo 

six, aTid-T~whaU, therefore, fce-pletiaed to see-^mt 
if-you-can give me a caU alrmy house. 

Phraseo GBAUe ■ 

«L-— , Very truly yours, V^ early reply, <^ your 
reply, ^r' / am very sorry, y I shtU he pleased. 



Exercise 48. 

Read, copy, and franecribe. 

s'....>:7....:r:....v:. . .-^^..^^^ ..L.C:::.,. k. 

' Google 



Write in Shorthand. 

1. Go right thrmishrtite principal avenue, and you- 

will-see Mr. Parker's house by-the side t^-the river. 

2. Follow (Afi principJes of-liberly through life, and yoii- 

wiU-6e a true citizen and a worthy me?n6«r of society. 

3. Look youT trouble bravely inAhe face, and your-unll 

uery-likely discover a way to conquer it, however 
severe it-may-aeem oJ-fAe first. 
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LESSON 10. 



SS. In words like civil, suffer, designeT, display, it 
becomes necessary to represent the sound of the 
circle « ot ( together with a stroke initially booked 
for I or r. In curves hooked for i or r and in straight 
Btrokea hooked for I ordy, the SJtiaU ciTcle is wriUen 

iTuide the hook; thus .^_ civil, J^ suffer, ,.5fc. design^', 

.^.. displaced, — *~«_ simmer, .%._ softie, .i... display, 
J[L. setUer, !!»=: bicycle. Note that in outlines in which 
the circle and a hook occur medially, both the circle 
and the hook muai be clearly shown. Practice aeveral 
lines of eaeh illuBtration. Construct similar outlines 
and practice them. 

63. With straight strokes initially hooked tor r, the 
email circle s, the large circle sw, and the loop si, are 
indicated by writing the circle or loop on the same 
side as the hook, so that the circle or loop may be sup- 
posed to indvde the hook; thus ..^i„ upper, '■\ „ supper, 
_Q^_ sweeper, Jii^, steeper, .^h^- prosper, ....!L_ Bfouter, 
_?]... sweeter, .Jj-. destroy, ...oh:.... stoker, .B, stitcher, 
.^rurr. irtduslry. Note that when the circle and hook occur 
medially as in the words prosper, destroy, industry, 
only the circle is written, but on the hook side of the 
stroke; but in _J- extra, ._.X. mistrust, .Z...?.\_ daeper, 
-^- listener, where the circle and hook occur medially 
43 



...Gotij^li: 



at an angle, both the cirde and the hook must be 
clearly shown. 

61. When a — or „— tollowB t or d, it ie written 
thus: _tr:.. Tasker, Jj^. liisker, .V^ disagree, -W_ die- 
ipvce, .Sttv,. deserihe. Practice several lines of each 
of the illustrations in this and the preceding para>- 
graph. 

Exercise 60. 

Read, copy, and IranscrAe, 

1. s- ^ .o.„.,i,.„..i^ --.i^J\^. L. ::5^^ 



■■^-^^ ^-- 



Write in Shorthand. 
Noticeable, stater, stutter, passable, displace. 
Blissful, deceiver, satchel, sever, supersede. 
Scribe, streak, supreme, sadder, stagger, sweater. 



Gbaumaloos. 

1 strength, ..]... try, 1 truth, ...!]... true, f chair, 

_Jl., cheer, „./.. larger, J journal, .../'... chUdren, 

..C largely, '^~ care, _^ sure, ^ pUaaure, 

S^- surprise, .?^.. surprised. 

Phraseocraub. 

±^ / can assure you, ..^r£l. / regret, 

.!C!Ni. / am surprised. 



CIBCLBS AND LOOPS TO INITIAL HOOKS. 45 

Exercise 61. 

Read, copy, and transcribe, 

*■ --^^-S- s ^:. =<^i^...x<^..« 

«.-5--i^--J ^-J ^--..-:-M:^.. 



u 



^/ ^ L,.-t.-L::X,. 



'^— a i- '^— ^- 

Wrile in Shorthand. 

7. We-are-Borry to-have to destroy the claim. 

8. l-sai-aurprUed yaushmiid suppress it. 

Q. It-may-be a struggle, biit-weshall scramble tkrough. 
10. J-am-sure y<nt uvnUd-do noihiitg dishoDorable. 

Exercise 62. 

Write in Shorlhand. ■ 
Dearer: 

In-reply-to-your-favor o/-(fte 14th, your cycles shaitn 
he-delivered as early next month as I-can possibly get 
Ihem out. /-regret /-am-unable to-deliver aooner, and 
/-can-aesure-you itiimuld'be a pleasure to oblige-you 
^f-po89ibIe. I-ara-surprised to knoiv you have still to 
aee4he new saddles, and-I-AUi mailing you half a dozen 
samples to-day. 

YouTs-respcctfuUy, 

66. The upward form of r is used, regardless of 
vowelfsounds, when it precedes t, d, eh, j, th, kt, gl, 



J,ooglc 



.oogic 
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or w, and when it/oltops tvio dmimetrokes; thua ^iXaHghl, 
.^.. earth, .../...arch, —'^ urge, '^:<^^.. oracle, .^^^^^^regal, 
.J^..'.- iTwin, ^.\---, prepare. The reaaon for this 
jfi easily apparent when the writer attempts to uae the 
downward form of r for these or similar words. The 
vowel-indicating principle ie disregtu-ded because the 
upward form is written more easily and therefore ia more 
conducive to speed. Practice the illustrations and con- 
struct other outlines falling under this principle. 
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N AND F HOOKS. 

66. A emaU fiiuU hook written on the same side and 
'with the same movement as the circle s, adda / or 
B to any straight atroke; as ,.^^ prwe, .Jr..- Umgh, 
Ji'..- chafe, J. cough, ..j£.. rough, j^ ieove, _.^_ heiwe. 

67. A small final hook written (a) inside curves, 
and (b) on the side opposite to th&t taken by the circle 
« and loops on straight strokes, adds n to those strokes; 
« Ju. ow», .J/... oao., .,&.. ,./!«, 3. «™, 
_)!... aveign, „_5,.. pain, -f^— Til)b(m, .a^.. hen, 
-t/h, win, .J... cheapen. 

68. Note careTully the following points: (a) Curves 
do not employ the f or v hook. (6) Theae final books, 
as in the case of the initial hooka, are written parallel 
to the stroke. 

69. The n and / hooks may be employed medially 
when they join easily with the following stroke; thus 
_.^ punish, -Ji^— training, .^3^"... coining, --i!!?^.. runner, 
_^S»<._ jxmnff, -..L-Ci— .deafness, ~£^....chafing, _...^...T^er. 

70. A hook at the end ot a stroke is always read last; 
80 that when a word ends with a sounded vowel, a 
stroke must be written; thua ../^?^^,. pony, Sr^, deny, 
..e<^:..- honey, >C.. pugy, !™i;i coffee, ,!<7_t:. funny, 
,.<^. shiny, ..:;p>_n, numey. The student should refer 
again to paragraph 51, when he will see that what is 
there aaid with regard to vowel indication appUea to the 
present paragraph also. 
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48 BRIEF connsi: in shortband. 

71. Fin&l r, when hooked, is generally written 
lijneard; as S!iL. bom, Ji^.- (urn, .hz. adjourn, 
^aC^ com, J^. turf, .3rT^.. scarf. 

Exercise 63. 

Read, copy, and trarmcribe. 

X j/:...\ T yC.. t, J __c__^:^ \.., 

2. .•H.^iSrr...^ ;V. ^....!.^. .„A^.--^, 

,. .^.<5....V, L,...^ 1,,.^^:^ :;j„.^...^. 

t. .^...."^.....^r?.. ..V,:....=rr. L._...„=cir._^., 

TFrite in Shorthand. 

5. Miuntam, restrain, abandon, opening, winner. 

6. Provoke, defeat, none, marine, chum, puny. 

7. Spoken, striving, disdain, millinery, drivii^. 

Gramualoos and CoNTaAcnoNS. 
,./^.. happen, ^ upon, \ been, ...J... had fceen, 
J done, _.J... down, J general-dy, .!S?_ often, 
V= Phonography, V*^ phonoffrapher, K^ — phono- 
grapkic, V» fcaue been, ...£-^ within, .Si... aouihem, 
.^.. northern. 

PHRASEOaRAMS. 

^f Tefening to your favor, ^ referring to yours, 

v encJose-d heremith, »ji besi diMg. 

Exercise .64. 

Read, copy, and transcribe. i 

X. j„.\.....N,...j :i- 1-.Z. j.:....t,..-..„\..3, 
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Exercise 66. 

WrUe in Shorthand. 

1. If-you-]ahoi beyoTid-your elTejigth jou-wiU-ftowe lo eee-iftfi 

2. Wotdd you care (o-take-(Ae-cAatr al-the gatherii^? 

3. I-tkink-Ike General was imlkin his rights. 

4. We often go doion to see Dr. Sutton oWA« beach. 

6. Mr. David Green, Lincoki Hotel, Brooklyn, N'. Y. 
DearSii: 

He{eniag-to-yours of4he 24th June, we-are- 
pleased wUh-the proof of-your activity, ond-trust 
your Brooklyn visit may turn out even more profit- 
able than you imagine. We-are obtaining (o-day 
the sample of linen napkin for^wkich-^ou aak. We- 
enclose-herewith a small length of fancy satin 
ribbon, wfttcft-you-will-please add Ui-your-other 
samples. We should Uke you to-make a special 
call upon Thomley i4 Craven. We-have-dtme nothing 
witkdhem since you were down there last year, and- 
we happen to know their general biiainees is remark- 
atiy brisk juat-now. 

YouTs-iTuly, 
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50 BRIEF CODBSB 1 

78. After V^ V. q_ and any str^ght upstroke, 
final I is WTilten downward if no mmiel sound foUmes, 
and upwards it a vowel sound does follow; ae „>... file, 
}^. follow; -V- vak, S:^ vaUey; .!fc_ scale, 
.jiyjC. HcoJy; -r^ Teal, .^.... relay; s^ yeU, 
..ed..... yellow. Writ£ a line of each illuatration. Suggest 
other pairs of words illustrating this point and practice 
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LESSON 12. 






CIRCLES AND LOOPS ADDED TO 
FINAL HOOKS. 




78. A tmaU cirde inside the / or w hook on 
strokes adds s; as .!v. pavei, ...t._ doves, ...^ 
the same is true of the n hook wUh curves 
JiS- fines, „^ fromti, ...^i^. moans. 


straight 
.- cliffs; 



Exercise 66. 

Read, copy, and tranacriie. 

2. .'i;».....^.-....r:!!:...-.i::^......5r:^......^. I t iC...:^. 

74.* With strait strokes hooked for n, the circles 
« and see, and the loops si and str are expressed by writ- 
ing the cirde or loop on the same side as the hook; thus 
...J.- Dan, „JL. dance, _2._ dances, .,i... danced, 

..j1~. Dunsler. 



be shown; thus .kr*:^. rfancer, .^^^^^pencer, ._<:f!^.. ron- 
«w», ..^,,*::>_ lOTTiSo/n*, _.\^_. pencil, .t_G. density, 
r::::^ .cancer, )i^,._^. fencer, /!j. roncid, /^TT raiM»wft. 
76. The sign ^-0 ns is used to represent the light 
aoimd ot ns after a curved stroke; thus ,Vr^ Vance, 
51 



The affect of this rule ia that the oat- 
lines for related words of this class are kept regular 
in conatniction; thus, — ■ — -* mtwK, — ^^Xi minces, 
.'-r-~~-i minud, _^~-,ji^ miiuAnQ-, .^s,_n.. /ence, 
k.,^.. Jentti, .k^^ .. fenced, .S^Ea^ fencing; L^. lance, 
f_T. lattces, (...... lanced. 



Exercise 67. 

Bead, copy, and transcribe. 

1. .X.>i...\-.J^--\-:=i%...^. .!X — 4— i 

2. -VC,-. V-J....-^-^: ^:-'^j....:=r--^=*=^ 



i 



..f^ b _,,£f....«£::^.... 

- - ^ W^-...,/::^.....^....X:^...-l° V- 

Write in Shorthand. 

5. Bounce, trounced, bronzes, ttence, cleansed, dis- 

tance, appearance, references. 

6. Silenced, starves, motives, tariffs, thrones, refrains, 

preserves, swerves, incentives. 

GrAMMALOOS and CoNTRACnONB. 

_^.. approve, ..js.. behalf, \, above, _L_ out of, 

...l— odvaTitage, ...|j-_ difficult, .\^^. difficulty, I whiek 

have, iT suggestion, t suggentioe, i-^ one, --j opinion, ' 

^.- aUogelher, - — together, i? insvranee. 



CUtCLES AND LOOPS TO FINAL HOOKS. 53 

Exercise 68. 
Read, copy, and transcrihe. 

1. \..x r:....yi.:i t=..^.^, t,..,/.:>..^. 

..l^..^..)....:....L:^...i...lk...c i^:_^ 

s. ±su:Jl,--^ AA^.....* ^ a-x 

4. •i^^.:va ^-^.^..v?-'-^-^--^-^- 

PHRASEOaRAUS. 

-jj.., of once, .''— " yirsi daas, %i /or (fte ^rsi time, 
l" /rem jirs( to fcwi, ^*\> in ifte _flrsi yiace. 



Read, copy, and fraTismbe. 

^..Y^.,.:^,-..,^,, ^..l^-...../1..^..26, 

::::r..xa.....v^.r>....^.-.^..r...fc:^,.jr.,.^., 

;>s'....C^..:.....^. ..C L. l..:^_fc^.. ,^. 

(...L.^:; ':^...^^...T:x, a-..-s.-'X..t^- 

:. ..£..-|r. ..L.:...x 1...:^....^..^ ^ 

:i5v..w .-r:,^....!^ . (...l.^. 

■^ N|...i,....^...^ ^.._.jr.....^ A^ 

aqnz^r. h; Google 



^ 60. 

WrUe in Shorthand. 
Mt. James Bums, 

Dover, Del. 
Dear-Sir: 

We ask your acceptance and perusal of-the en- 
closed price-list of first-nlaea wines from American 
grapes, lofticA-ioe-ore-now ready to offer our patrons 
dl-prices far below those itsuaUy paid for foreign 
winea. Our customers have our assurance aa-to-the 
purity, flavor, and general excellence of-tkese wines, 
and-tkey-may place the utmost reliance on our guar- 
antee. It-hae-been our aim /rom-^rsi-to-last, to-main- 
tain a name /or wines of-the finest flavor, onA-we- 
believe, we-ha»e-d<me this. May-we deliver-you a sam- 
ple case? 

YouTS-respectf'uUy, 

77. At the beginning of a word I is written down- 
ward if it is preceded by a vowel and immediately 
foUowed hy a xiTuple horiz/nUat stroke; that is, a hori- 
zontal stroke that is not initially hooked, drded, 
or looped; thus J^ elm, ,^,. akmie, ...£-0— elegance, 
..j(^..edime, ,.^... along. Writ* several lines of each 
iflustration. 
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LESSON 13. 

SHUff HOOK. 
78. A large final hook expresses the light or heavy 
sound of ihun, however spelled. The skwi hook ia 
written r 

(a) Inside curves; thus JSi. fashion, .!!t^to.. invasion, 
....li^-.. nation. 

(b) On the right side o[ umple (that is, not hooked 
or circled) t, d, or j; thus -4ll. rotation, -J— i;— dictation, 
''\^ addition, -/^ logician. 

(c) On the side opposite to the last vtywet when tidded 
to a simple straight stroke other than t, d, or j; thua 
.■|-:- diction, ..;L5... education, ...^.. pastum, .C9.. option, 



(d) On the side opposite to the hook or circle, when 
added to a hooked or circled strait stroke; thus 
.■?Si. oppresiiim, -^— ai^ition, '■'("■ depletion, -J^- decep- 
tion, .j^j.. aurfton, -.*i5... discussion. 

(e) Away from the curve, when added to fc or g spring- 
ing from the curves /, v, or upward I; thus -V :— ■■: ■ ficii 



location, .£: ... selection. 

The circle s is added thus: _jC^. portions, J^Xa.. opera. 

Exercise 61. 

Bead, copy, and transcribe. 
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56 BRIEF COURSG IN SHORTHAND. 

*. V-^-» U...A..,.^,,.5^..r5>.,.^-^- 

a. .-.^r^? 1^.. .r;i> iis... .,,Li:..„L=.....s^. 



Wri/e m SkoHhand. 

1. Tension, population, sectiona, aggression, station. 

2. Afflictions, capitatioD, repetition, visionary. 

3. Commissioner, divisional, apparition, designation. 

CoNTBACnONB. 

*— 1 arckUed-ure-al, .tl^ negU<d-ed, ^s. prospect, 
^ ol^ed-ed, X svhjed-ed, \ expeet-td, 

d-ly, /\ Tespect-ed, J aw«p6Ci-ed, 



Exercise 63. 

iJeorf, copy, ond (ranacribe. 

^i--^ t--" >-' ^^^^■" 

2. .^..., .3^_T:f. i ^ ,...vj..i..:i^.. 

3. .iA...:>::\.J.,^,,..':t. ^f .. A :. /t,.;...^., 

4. i::*.....A..crkpi.^r. ,....5.....<C:::...:r2-_.w-- 

6. ,s^ ^.::i, crTZ.... 

6. A.^_^..c^..Vj,-.;^..i„.y^..-.s<^..i. — .. 
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Exercise 64. 

Write in Shortkand. 

, ^ou-will-Aane 



3. By whose authority wae-tke auction carried ont 

4, The degradation was wnezpeded, artd'T-lkinhf/ou- 

should offer some reparation for-yovr implication. 

6. The eui^ect has a strartge fascination for a man of 
resolution who-kas also a taste for invention. 

6. Dear Sir: 

In reply-to-j/our-favor of June 3rd, we-regret 
very^mveh the unexpected delay in-lhe delioery of- 
yauT preserves. We-ta/pect lo resume operations 
soon amj'trust yawwiU-tB.vor tis with your indulgence 
for a iew days more. 

YouTS-reapedfvily, 

Exercise 66. 

Read, copy, and transcrSie. 

._i5...„-.^.....^...L../_.;:i..3_,r::^„50, 






58 BIUBP COtmSB IN SHORTHAND. 

^erdse 66. 

WrUe in Shorthand. 
Mr. John Benson, 

Lfincaster, Minn. 
Deor^ir: 

We -are -in -receipt- of -ytmr-tavoi of June 28th, 
and-iBe regret it-is out-of-^mr power to-make any re- 
duction iji-tke price for-the installation of-the gas 
engines. We-kave gone over-tke specificatione again, 
wilk-Uie view of acceding to-your teithea ^-possible, 
but-the incluBion of a number of severe restrictions 
by-the architect forces us la-lhe retention of-the price 
aiready given. We-think on reflection you-will-see 
iftere-ts every reason for out prices, and-we-trmt to- 
receive-V'>ur commission to-proceed wUk-the job. 
BeepedfitUyyows, 



X 
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SHUN HOOK (Concluded). 

79. The sound of ahun is expressed after the circle s 
or circle ng by a smoU hook, formed by continuing the 
circle on the other side of the stroke; thus \. \ 

e s A third-place vowel betweea the circle and 

the ahun hook is expressed by the vowel-eign being written 
outside the hook; thus -W- physician, -X— tTansUion, 
When the hook is left unvocalized a, second-place 
vow^ is to be read between the circle and sAun; 
thus .^^ possessions, ,..HiC.„ sensation. First-place 
vowels do not occur between e and shun. The circle 
a may be added to the hook, as in the preceding 
examples. 

80. When a diphthong and a vowel occur between 
akun and the preceding consonant, the stroke sh and 
the hook n are written, and not the shun hook; thus. 
—^ sibudimi, "J-- tiiiiion. This does not apply to such 
words as ■-^-- punctuation, -^^A perpetualitm, where, 
in orda' to avoid an awkward outhne, the large hook 
may be taken to represent ■'uaHon. 

Exercise 67. 

Read, copy, and transcribe. 
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60 BRIEF COtJRSE IN BBORTHAND. 

t . -.X v^ M......i^ ,^.... Y-. 

^ w 1 ^■■^^-■^^^■^- -■:^-. 

Grauualogs aio) CoMnuCTiONB. 

m^ify-ied-fieoM. .^.. »ignificarux, 

.T!?.. significaiion, 1^^ insignificant, i^ inmffnificanee, 

^— st^scribe-d, %-^ sufcgcrtjriion, N„ balance, 

..J>.. (Kri(ww»«, .3.. boionced, J rfeKiwonoe, 

'~7 knowledge, V acknowledge. 

PHEASEOGEAMa. 

yi~\ additional expense, U"^ mWiiiffnoi eoU, 

*/ % we are tn a position, more onrf fflore, 

1^ leas and less, .>:t;3..^. /ocf* of the aue. 

Exercise 68. 

Read, copy, and Iranseribe. 

'■ ' -^ Vi.'4....J .A, <..::^..^.L4_.\,, 

a-^.j.,:^,,.irr:;Aa...,...V»...i..<^^ 

...-..^..-...^ C..^..>.„.::^.J^.. 

'^--= ■ ^^--^ ^-- 

!.,.Sc^...J.J, :!LJr:.....jV....^,...L_..3.. 



"emiK" HOOK. 



WriU in Shorthand. 
1. The fact of-the authomatioD b&ng refused WM t>ery 



2. The ittsignifiatnce of-your suJscripiwm is sure (o-raiae a 

commotion. 

3. Are you iiMi-poBition to subscribe to-the BOcietyT 

4. Your subscription may cause vexation and a seu- 

sation. i 

5. Are you ready to-go to any additional-expense in-lhe 

6. TFe-ore-iu-o-position to-prove the vahuUion iDoe 

7. If-yo\t-can teU n»-ihe date o}-fhe first petition, it- 

may assist us to form a decision on-lhe facts-of- 
lAe-case. 

8. The object of-the succession of petitions was to in~ 

jluence, if-possible, the decision lEhidt-we-expecled 

jeovU oeknomledQe-the justice of-our clAims. 

81> Con- or com-, when it is tlie first sound in a 

word, is expressed by a light dot, written at the 

commencement of the outline; thus ...?~r>.-. conspire, 

jsJ. commence, .fIL. console, _,J commil. Where the 

eon- dot is employed, it should be the first sign writteti 
in the word. 

82. The suffix -ing is generally expressed by the stroke 
-.^ , and -^ngs by ^Ji ; thus ..!Su.<_ jiaeing, .H<»j!_. fac- 
ings, ii_- g-aessing, _''7u)„ meanings; but when the 
stroke is not convenient, -itig is expressed by a light 
dot, and -iTips by a light dash; thus _/. shipping, 

S.^ pIoHn^r, jAL waving, ..^^ vn/nmn^a, .»Jt^ e»i- 
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Exercise 70. 

I By refuaing fo pay for-tke etchinga and carvinge 
vihick ice sold you last March you compel ua to condemn 
your business principles. The only conclusion we-can 
arrive al constrains us to ask for an explanation. We-can 
tee m> extenuation for-your line of action. You-tvUl 
confer a favor upon-ua by making an early reply stating 
the reasons Jar-^our refusal to settle tAis-claim. 
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COMPOUND CONSONANTS. 

88> (a) A large initial hook adds u to Jb and n; 

thus ..c i_ gawk, l^. Guam, .j;!S?_ reqve^, Jl^. tan- 

(b) A *malX initial hook adds ir to -upward I, while a 
ktrge initial hook adde wk to the game stroke; thus 
Xs... w&e, xC... wfttte, .JL_. leaU, .Li- whale, ..^— uiea/, 
-^„. wfteel, 

(c) rfttcfceninj? a downward I or r, addB r to these 
strokes; thus \_^. jmder, JXl aader, — «~ sharer, 

(lO TAtcA^eninji m iodicates the addition of p or b; 
thus ..^iisi^ pwnp, 2W; 6am6oo, ..^_N empire, ^™^ em- 
baim; but when I or r immediately follows mp or mi, 
the simple -—* is written; thus^,.S. employ, .d!!^. imprest, 
.^n^iK:^ emitem, .^T^^Sn- emftroce. 

(e) Enlarging the initial hook of w, indicates the ad- 
dition ot the aspirate h; ibua ..^^.JwkiaUe, -g,it=_ loftisfc, 
-f/A,^ whip, X<i^ whirl. 

(J) The compound consonant '"^ may be hooked for r; 

thus .1 scomper, /ty" alumfcer, j ciam&cr. Practise 

a line of each illustration; construct outlines containing 
these consonants. 

84. The initial hook in v)l and whl is read first; so 
that if a vowel precedes w, the stroke must be written 
and not the hook; as ..yL. awhile. 
63 
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BBIEF COURSE IN BBORTHAND. 

86. The compound consonants ^ fer, 1 i 



not be employed when & vowel follows the r; eo that 
the separate strokes are written in such words as 

..^. rmOery, .-i,^^^. Jooiery, 1^^.. aurora. 

86. The remaining compound consonants of this series 
are vocalized like the single strokes, as in the examples 
given above. 



Letter. 


Character. 


Name. 


At in. 


KW 


c_ 


kwa 


guick, reguest 


GW 


C_ 


gwa 


yuava, lin^wal 


"VTL 


C CP) 


wel 


wail, un«wf; 


WHL 


c ™ 


hwel 


whalt,, «-fe/p 


LB 


f (down) 


ler 


fee/tr, nailer- 


RB 


■^ (down) 


rer 


poorer, sharer 


MP, MB 


^ 


(emp ) 
1 emb ) 


cafltp, emSalm 


WH 


<y 


Lwa 


loAere, toAisk 



Exercise 71. 

Bead, copy, and tmn»enbt. 

. fe...±r::>...5i>.M...::::^.....p 



•r -a 



■■1S-^- 



.iX....c....K5^....!c;,..-i<._ 



.^..fr^,-*^.... 



1^......?^ 



COMPOUND CONBONANTS. 65 

Ezendse 72. 

Write in Shorthand. 

1. InBUrers, wall-paper, inquLry, willingness. 

2. Comparer, requesting, insular, compeller, ambush. 

3. Conquest, requiring, whisper, hampering, wheels. 

GraMUALOGB and CONTRACnOMB. 

^ mU, _S;._ wfttle, imporkmt<e, ^v improved 

ment, .^^ impossible, /^ improves-ments, c^ whether, 

\ ungueslumable^, 'M yesterday, C^ January, 
^^ February, ^\- November, v5 Untied Stales. 

Exercise 73. 

Read, copy, and transcribe. 

1. .^..^...>...^..........,.....c/..^...^...z....r^::^....<^, 

2 ^..^..:r^4 x..iC. ^ \.j^.? 

8. .X"-"^^--" -■^.-3:^..r. ^...^ .::^.. 



Quinn 4 Fowler, 
Quincy, 111. 



^ 74. 

Write in Shorthand. 



Will-you please deliver to vt as quickly (M-poasible 
five gross small bottles of-your liquid glue? We-are- 
aurprised your traveler has missed tis since last January. 
We-BuppoBB he-has-been nowhere near our town, or he- 
wovld-hmie imquestionably given us a caU. 

Yours-lruly, 
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66 BBIEF COUBSB IN SHORTBAND. 

87. When the ayllable eon-, com-, cam-, or cog-, 
occurs betweea two consonants, it is indicated by 
writing the second consonant do»e to or under the 
first; thus Jah^ diacompose, -^iJi- recompense, 
^:4^.. recognize, /^Ci- reamcik, .oji. wtconsciouM, 
af^SijC drcumference. This rule may also be applied 
to phrases; as ..i<!?L. you wiU comply, .kTt. it will 
contain. 

SB. The endings -alily, -^ity, -iirUy, etc., are in- 
dicated by disjoining the stroke preceding the end- 
ing; thus .^5=:! finality, \^ duTobiliiy, ..":?(' 
imUAility, --\"/' popularity, /'^'j. regularUy, 
..,{.... moijorUy. 

Write several lines of each illustration. 

Exercise 76. 

Read, copy, and transcribe. 



,^, 



^■•--H ^ t-.-^-'--!;,- 

a...C.k^..V^..i..,:S?,.„.,.X^(^X..^.. 

4. L.-:r:^..|..,^..-.«:f:::...^^.-:^fc: k...i4si. 

^ :ra^i...ri^'....±^ jj ^,.x,.i.-. 



COMPOUND CONSONANTB. 



Write in Shorthand. 



. Repl^i^ to-!/our-cotnmumcaitioD of-i/esterday, we-are 
arrangiiig to-retuiD-tke couplingB tud rods by- 
expreas (ftis-evening. 

. /n-reply-fo-j/our-tavor, we woutdreay the majority of- 
the designs are lacking in originality and attractive- 
Deas, and-VK-!e&T they^witt-never attain a pop- 
ularity strong enough to compel us to put them in 

. Upon carefully inquiring into the conditions, tee-ore 
impreeaed wHh4Ke advisability of conveying the 
carvings in person to-lheir destination. 
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LESSON 16. 

TICK AND DOT H. 
69. The uses of upward and downward h have al' 
ready been explained (paragraph 20 (a) ). When the 
Btroke k is used medially, care must be taken to write 
the circle of the k bo that it cannot be mistaken for the 
circle «; thus N^t^ behave, \^^... adhere, ^J-tfi;.... unholy, 
^..i unhook, .."^JZl.. Mohawk. 

90. For convenience in writing, h is also represented 
by a tick (the downward form contracted), and by a dot. 
The tick h is used inUiaUy before J -—• ( A , and the 
corresponding heavy strokes / '-i and 1 ; aa, 

*^ horm, JC— hak, —h- hair, . «*;>.. hemp, _^ hearer. 
This tick may be used with straight downslrohes hooked 
f&r r; aa ..-i^. Heiyrew, ...j_ hydra, ~i~. hedger. Tick 
h is always read first, and is never used medially ex- 
cept in a few phrases; as .Tj. in her own, ..TV of her, 
-i™ to hear the. The tick is joined to ) and ) only 
when they are followed by a final vowel, as ..i- hussy, 
A ^ hazy. 

91. To prevent an awkward outline medial h is 
represented by a dot; thus, .!!3.. manhood, y^r^^iJC loop- 
hole, .."^Sj? apprehension. In a few cases the dot h may 
be used inilially; aa l„ handy, ...^^k^ haif-way. 

Exercise 77. 
iieod, copy, and transcribe. 

68 

Google 




Exercise 78. 

Write in Skonband. 

1. Hoe, hoax, helper, wholesome, hirer, hearty. 

2. Humane, hemp, heater, incoherence, boyhood. 

3. Mr. Henry Hopkins, 

Austin, Tes. 



Z»-repIy-to-y<mrJavor of January 8th, we-kaee- 
■the-pleasure'^ enclose-herewith sample of a stain 
which-vnil ffive your mahogany a very rich hue. Join- 
ers, uphobterers, and others, use U for heightening 
the effect when finishing Aif^^lass jobs, and-we-can 
aHBure-you-iAe stain alvxiya turns out welL We- 
truat to-hear froTnryou when yoxi hone giwn-lhe sample 
a test. Very-trvly-yourg, 

Contractions and Gbammaloob. 

"^^^ perspecUve, ^9^ prospective, ^ productive, 

tt obstrucHm, ^ objective, V sut^ective, 

J destructive, y^ respective, \^ irretpective, 

'"'1 retrospective, ^-^ respectiveli/, U^ defective, 

_. executive. 

PHRASBOQRAMB. 

>i/^ / hope ytm vnll, l-y Monday vwmifig, 

Tuesday afternoon, ^Vj yesterday afternoon, 
''\i~^ Wednesday evening. 
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i 79. 
Read, copy, and trarucribe. 



. ...X...<^„.u...:^..va.....^.5,.s ^... 

. •^w^....u.■:^..x...^.y. r„.i!^^....:V..k./a. 



Exercise 80. 

TFriJe in Shorthand. 

1. Ktm fcwwo your objective, and you see how necessary 

a kTioviledge of perspective will-be, if-you-are to-pleaee 
the executive. 

2. The subjective test was by-no-raeana properly taken, 

and-we-ikall ask'the executive to insist upon a more 
thorough examination, irrespective oJ-Ote teacher's 
opinion. 

3. J. Heaton & Sons, 

Omaha, Nebraska. 
Deor-Sire: 

/-beg to ask your attention to-lhe enckised price- 
list and book containing illustrations of-my high- 
preasure hydraulic piunp, and-/-hope-vou-u>tH-fav<H- 
me by a close examination o/-(^-same. Should 
there-be any likelihood of-your being in-this neigh- 
borhood during-ihe next month, I-hiype^ou-will gitn 
me a caU, vihen I-shaU-be happy to show you-tAe new 
pnming hook Mr. Heaton f^ke of on Tuesday- 
afternoon last. Very-iruly-youra, 
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92. Magna-, magtor or magne- is expressed by a di»- 
joified -j^^:-; thus ' — "> magnanimous, ^X^ magnifi- 
cence, ...J;.._ magnetize. 

S3> The miifix -sWp is expressed by ^ , joined or 
disjoined, as may be convenient; thus JR. dMaensMp, 



^ 



derkship. 

Exercise 81. 

Wrile in ShoHhand. 



1. Magnanimity, companionship, clanship. 

2. Magnetized, apprenticeship, chairmanship. 

3. Magnetizing, authorship, professorship. 

4. Magnifying, censorship, receivership. 

5. Eeo^nition of-his valuable services and affability 

dttting his clerkship, caused his promotion to-lhe 
controllership. 

6. The opposing f£l«tions recognized the desirability of 

effecting a compromise to insure Uie election of-tkeir 
choice for-the trusteeship. 

7. Irrespective of-lhe executive's contentions U>-the con- 

trary, the authorship of-lhe latest devices to insure 
stability was-tke subject of continual discussion. 
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M. (a) L, at the banning of a word, ig generally 
written upward; but if it is preceded by a vowel and 
immediately followed by a simple horizontal stroke, the 
dmnnward form is used: as in paragraph 77. - 

(&) Before sn, ang, and sv, initial { is written downward: 
as in paragraph 36. 

lis. (a) L at the end of a word, is generally written 
upward; but after V. v^ a — C — or a%y straighl 
-upstroke, write it upward if a vowel-sound foUows, 
and downward if no uowef-sound folUnea: note para- 
graph 72. 

(6) After n, and nff, final I m always written down: 
as in paragraph 27. 

(c) AfUr a curve and circle, final I is written in the 
-direction of the circle: as in paragraph 36. 

id) The compoutid consonant C- is used only where 
a final downward ( would be written: as '"S^ fuUer, 
.^.. valor, J^^ scaler, while i'~\ i» used where 
the upward i would be written: as .^^^ITli paler, 
_^ftI^.^. HUer, ../Oi. j'oiler, .^^^^tin coofer. Read 
paragraph 85. 

Ezerdse 82. 
Beod, coj^, owl Iranseribe. 

1. c A..ji C|^... £,j>^....:r?^...^....i:.....zr 
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Wrile in Shorthand. 

1. Elmira, Alleghany, newly, exceedingly, facile. 

2. Admiral, prevail, willingly, fuel, filler, dealer. 

3. Taller, Alaska, follow, yellow, sickly, leisurely. 

GONTEACnOKS AND GRAUUAUiaS. 

1] o^sfnidum, "Ti oftairucfert, ^ tiAjeclion, 

^ ebjecHtm, \ deslmdion, ^^~' vnifm'm^'y-iy, 

tf ' unanim'Uy-<nis. 

96. (o) Initially use upward r unless a vowel precedes. 
See paragraph 20, subdivision (b). 

(6) When r precedes t, d, ck, j, (A, Hi, gl, or w use the 
upward form whether a vowel precedes or not. See 
paragraph 65. 

97. (o) In short words, final r la written downward 
if it ends the word, and upward if a vowel sound tollows. 
See paragraph 20, subdivision (c). 

(6) After two dmmislrokes use the upward r. After 

Vo v_p D —a and a straight upstroke use upward r. 

See paragraphs 65 and 44. 

{c) When it follows another stroke and is finally 
hooked, r is umially written upward. See paragraph 
71. 

(d) The compound consonant ~^ is used only 
where a final downward r would be written; thus 
^w bearer, --t^- adorer. See paragraph 85. 

Exercise 83. 

Bead, copy, and traracribe. 

1. ^.....i^jzr^-^---.^ 



,>^...Xb.,x^,.v-:-:rdl..:4.„..fe:....£::C...i^.. 
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74 BRIEF COORSE IN BHOHTBAND. 

3. rL....y,...fe?.....^...c=i:Cr_-.M...^*;....riiJ. 

Wriie in Sh/trthand. 
6. Aspire, arranger, adhere, career, unaware, taxer. 

6. Adviser, answers, wreath, auricle, urgency. 

7. Origination, airy, irrigation, Irish, arraign, -injure. 

8. Stir, summary, marine, r«^, earth, arduous. 

CONTRACnONB. 

/V Reverend, /"" reffuhr, ~^^ irregular, 

\. piMio-eh-ed, \^ publieatum, -^\ republic, 

/\. reptMican, '^— repupiant-ce, /\ represent-ed, 

/^ repreaentoHon, y\> repreaentalive, 

y^ resp&nsible<ly, *. irreaponsibU^. 



e 84. 

Read, copy, and transerffx. 

' V-X.- ^ J l..::3!.....a 

. L..^2....^.A.\ -... n 

. . .:;^._.i=..^i <4i,--.^-. y^ 

l.,,„,.,,;.,,G00<^L' 



Bxvniw or l 



Write in Shorthand. 

1. The Btory of-the repiAHc, just publiihed, shows hoto- 

Ihe Tepreientatives saw their respotaibilUy and 
refused to he \eA hy irresponsible men lo-the ad- 
mission of-the repuffnant pririeiple of taxation minus 
repreeenlalUm. 

2. The subjecHon of-the enemy and-Ote deilrudwrt 

cif-his ships were-only possible by continual and 
atrenuouB labor. 

3. The discussion wm productive of a significant in- 

creaae in-tke s^acriptians. 

4. Your views may-be repugnant to-the executive and-the 
■ reguiar members i^f-the club. 

B. He-must continue to ehoulder the responsibility. 

6. The minority in a republic are always seeking to em- 

batrasH the majority leaders on such questions as-the 

initiative and4he recall. 

Exercise 86. 

Read, copy, and transcribe. 

j...ki...-:r::.7..x. ^..v^A==.vrJ..irC 

^-^■^ " ^ t. rx^..^^^.. fe.. 

i-ZJs^^S.., „„ ./ ...:%^ :y::. „..._ 
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Exercise 87. 
Write in Shorthand. 
Murray Broe., 

Chicago, lU. 



/n-reply-fo-your-favor of Janwtry 30th, vx-regra 
we-have-heen unable to-pkce-iAe cargo of spruce refuse 
io-uifttcft-joii-refer, and-we-ieat there^-no likehhood <^' 
our obtaining a buyer juBt-now. IFe-were in hopes 
of-BUccesa yeslerday-momijig, but-lhe party refuses lo- 
proceed wUhrtke business to-day, and out exertions have- 
been (o 7u> purpose. ShoMM^we come across a cus- 
tomer to-day or to-morrow al a reasonable price roe-twU 
wire you. 

ReapecifuUy-yimrs, 



:: .,; GOOJ^IC 



LESSON 18. 

THE HALVING PRINCIPLE. 

98. (a) Halving & light Btroke indicates the additioir 
of (; thus !S= pack, _!w. packed; J^ tree, ..H — treat, 
.."U-. treats, .A_ streets; .^S_ play, _St^ pUde^ 
J^ plates. 

(6) Halving a heaiy stroke indicates the addition 
of d; thus -er?. gray, .jir— grade, _e*_ grades,' 
Ss^ 6reui, ..^_ brewed, ..^cf. frroods; ,-^ rub, /^.. rubbed^ 

(c) A stroke which is finally hooked, or which occur* 
in an outline of more than one syllable, may {with 
lexe exceptions) be halved to indicate the addition of 
either t or d; thus --^ pain, ..X. paint or pained, 
-JS- paints; — -^-. men, .-;»_ merwl or meant, -'•_ mends; 
jB^_ uwe, .^— foaceii, ..if.- iwift, ..^.„ wafts; .^..painied; 
JUX credU; j^H!!:. nOibU or rabid; -<!>_ rapid; _ 



1 


>t-J^-. ^c.. 


Read, copy, and tranaeribe. 




T^' 


V' 


2 


^ X 


^ 


«^ i v^-^ 










w r- 


,„.^.. 




. X.. 3;.. 




4. 




VI 
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WriU in Shorthand. 

1. Late, decked, fight, enjoyed, dragged, shots, buda. 

2. Straight, dried, blades, spends, gained, grants. 

3. Finds, minds, shredded, panted, hated, tablet. 

99. Half'^zed ( or d, immediately following the stroke 
t or d, is always disjoined; thus -!U.. treated, — tj-- dreaded, 
-li.. traded, -4- edited. 

100. Half-siied w \c^] is used as a contraction for 
the termination ward, wart, wort, and haJf-sized ^ [«'} 
for yard; thua .?^rn^ haekward, "£1. atolmai, 
L-< dockyard. 

101. Final I or d, when followed by a sounded mwel, 
must be urUlen in fuU; thus .^. fault, but ..S^... /autti/, 

103. There ia no third position for words whose 
outUnes consist of half-sized letters only, or of hori- 
zontal letters joined to half-sized letters. When the 
vowel or principal vowel in such words is a third-plaoe 
Towel, the outline is written in the second position; 

thus ...J;- tent, .-J— HtU, ri- kiU, ..-^.. eoU, 

..CL. m€ied. 

Exercise 90. 

Read, copy, and transcribe. 

1. .i;..../3|.....::ij, 1; ^f....:ri?.„„>4......Nzi..._.S3 

2. %j b^.....^.....^ V^ V' P^ ^^ 

a -Vr....jfe„.:r±:...:ei.....t:i'....^„.>*....1._._^.__fe.__, 

Write in Shorthand. 

4. Credited, imitated, roasted, lasted, downward. 

5. Stock-yard, pity, m^ty, witty, rents, parents. 

6. Crafts, coughed, waged, prints, wounds. 



quite, — axvid, 

or corf, c- cared, guard, =- great, called, 

t^ cold or equalled, t_ gold, __^__ catmot, _!f__ gentUmati, 

J gcTittemen, ._!?„. happened, particular, 

"^ opportujiily, ...C... chUd, not. 

103. The halving principle is employed for the 
indication of the words it, not, word and would, in 

phrases like the following; / am not, _J_ / do not 

or / had not, 8. I did not, -^ you may not, n" you are not, 
n.. you were not, r/* you will not, ^^ / hope you will not, 
V- if it, \c if U Aos (or in), .^T*.. in which it is (or has), 
^ tkis word, e-"^ we would be. Write several lines of 
each illustration. Construct several phraseograms based 
on this principle. 

Exercise 91. 

Read, copy, and transcribe, 

1 L...!:....i...5^..„...)..^..v ^......r\._...,..r 



....1Z\.„:^_.-J ^<L,v...a.J.....\=,, (C— ^tqj!., 

■V-..^-.-. i::v ?...„ rsA,.., 



Google 



Exercise 92. 

WrUe in Shorthand. 

1. /-cannot ^Ue aee-how^he gej^leman eould-have aMed 

2. The particular account you name akaUrbe settled on~the 

first opportunity. 

3. The gentleman had a rooted objection to-(Ae-treatment 

he received. 



We-deaire to-caU, ymir attention to-the enclosed 
sample of Fruit Salt, tcfticft-uw-ffttnA-j/ou-may-nof 
know. As toili-be observed, the bottle in-iofticA-it-ts 
packed is a very pretty one, and-we anticipate a 
big demand for-lhe article wAen-ii-w displayed in- 
your store. fTe-shoU-Ae-gUd fo-hear ^-it meets 
wiik your approval, and-we-are-ivre yoit-uiil--notr 
be wrong in placing it on^our list. Prices of-tht 
different sizes enclosed. 

Beapee(fjMy-youra, 



r. h; Google 



THE HALVING PRINCIPLE (Concluded). 
IM. The four Btrokes ^-, w T ^, besides 
being halved for the addition of (, may be halved and 
tkickaied to indicate the addition of d; thus 
.?^, palmtd, -f.-. mode, .M... de»igned, .jy.. »nowed; 
_^„ piled, .~^t. shared. It will be observed from the 
outlines for palTned, mode, designed, and snowed, 
that ..^.. and ..-■«'.. may have the sound of d im- 
mediaUly following the m orn, or they may have a sounded 
vowel between the m or n and the d. 

105. The signs ^ Id (writt«n doumwonf) and ^ rd 
are not used if a sounded vowel comes between the l-d 
or T-d. In such oases, the- strokes must be written 
in full; thus -.■^^.. pded, but ._'^_.. paUid; ^J... bowled, 
but .^.-L. baUad; .^5_^ paired, but ..^xJ_ parried; 
..L,.. tarred, but .tlJ.. lorried. 

106. The forms ^^ mp, ^-', ng, cannot be halved to 
express the addition of f or cf, unless they are hooked 
initially or finally; thus ..tf^fl!^.. slTtmber, ^... abtmbered, 

, ^■... impugn, '_«- impugned; iT^ canker, I cankered. 

The double consonants, ^ Ir, ^ rr, cariTiol be halved 
to indicate the addition of ( or d, under any eircum- 
^anees, because the signs '' "^ are utilized for the rep- 
resentation of Id and rd respectively. Write ist upward 
in ..-ii^tJ.. salvalionist, etc. 

107. The half-length r [..^..1 must never be written 
alone, nor with final * only added. Words like 
^,. rote, _^_ twites, are, therefore, written in full. 



82 BRCBF C0OB8B IN SHORTHAND. 

The final sound of r( is generally expressed by the half- 
length upstroke, while the final sound of rd ia, as 
a rule, expressed by the half'Jei^h downstroke; thus 
.^.. pari, .\^ pta-ed, ..kr... dart, -1^— dared. Where 
it is not convenient, however, to write ~^, the hght 
half-length upstroke may be employed for the ex- 
pression of the heavy sound; thus .<!_. t'^d, y^ lured. 

Exercise 93. 

Read, copy, and trameribe. 

1. -5^-1^-;- ->} -X, C ^ yf. ij^c:^^.-r:y^ 

2. .N^,.^._.,q :u£} ^.....^.....br: k.!5n 

3. .?(,., .k,_„.&....A....^ .^.,., _«,,.,/:\±S=rr 

Gramhaloos. 
..^... build-ing or abU to, P toM or (iH it, .J_ tried, 
1 toward or trade, J did not, ...?.... had riot or do tioI, 
„?.... chaired, 1 cheered, ^ if U, ^}.... thai, I withoui, 
') third, ..^_. tetU, r- aomewhat, ..-:... short, ..C„ met, 
r^ meeting. 

108. Inter-, intro-, or enter- is expressed by -- ni 
joined or disjoined, as may be convenient; thus 
.lA^:-- interfere, .^1$.. interline, -.T... introduce, 
:^^^—^. introBpecHon, ...jL. entertain, ~-^ enterprise. 

109. The suffix -meTil is expressed by w erU, when 

the sign ^ will not join easily; thus amaipimenl, 

Ji~^J'^.. commencement, -i^^.... resenhnen/, .^^. ■paeemeiaX, 
/f^.. refinement; but -^ is written in words like 
./^^Vi. elopement, ..J^^.. commitment, ..Jh., eryoymeni, 
_i=;i.. affreemenl, .^ concealment, -h"- detriment. 

Write several lines of each illustration. 



■ -ooj^L- 



Exercise 91. 
Bead, copy, and transcribe. 

1 ^>...s..4...i,..i i^.:^ 4„ 

a. i...._"a-.....„.^_...u 1. .-A,. cs__..:^.^ 



WrOe in Shorlhaml. 

1. The delay <»f-iAe scheme andrihe ptwng up o/-(fte ^rsi 

proposal was-the cause o/ j^'eaj reeentment. 

2. Tfte supervision o/-(A« re-arranged district vxK-given 

lo-him in consideration qf-kie great ability. 

3. /-am convinced that-my interpoaition is necessary 

to remove-lAe miaconception. 

4. I-eha& contrive to he present at the company's meeting 

to-morrow. 

5. Be assured you-mU repeat Ute sound results achieved 

by thousands. 

6. We aee-4he impending struggle, Tnd with y<yur help 

weshM conquer, hard tiumgh-the task may-be. 

7. We-tried to-find oulAhe extent ^-kia trade, (mt-we- 

did-not succeed. 
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BKIEF COUBSB IN SHORTHAND. 



j.,., at any rate, ..trt. al aU everits, .^.. of oH times, 
ir^ at s(me (ime, J:Z^.. at the name Ume, 
^•a~^ for tome Hme, ..r>rr:r^. from time to titne. 

Exercise 96. 

Bead, copy, and tramciibe. 

.^s.....^^....j....^...v....^...^..n:_\...i.: 

i,...::l..^,i....A-:.»^..<.^,...,;>..^ 

^..rr:...$-4-^-"-^ -<^i ••■• iA., kr:--.. -A^ 

..x..i::..4..£.:v:j_. h..,-i:^.....%. 

-h..>r_.\..^...Q,....o....^._.:.^.,,,,^ 
LX _.a...r...|^-;.s==:^. -. ..^ v^ A..^. 

:sr:77.....^...; ...^....3 J=\ Jx .. ^....c^ 

f . . .:....'Zv....::r:!.(^;.....r^.....s...3'-„„...s 
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Exercise 97. 

Write in Shorthand. 



/n-reply-to-&our-favor of-lhe 30th ult., we would- 
say thal~we-are, ai-ali-times, wiliiag to-replace any-part 
of a bedstead which-may-be-fouad damaged on-delivery, 
if-^it43 guife-clear tkat-ihe fault is ours. Yoa-ynay-ieat 
aasured that oU-our bedsteads ore built of-the finest steel 
and iron, and-lhat every care U taken lo see Ihat-the goods 
are right icAen aent out qf-the factory. At-ihe-e&nie-time, 
it'tnay happen, /rom-time-(o-time, that some latent flaw 
may-be discovered when a bedstead has left our place, 
in-wkichrcaae uie-ore-cnly ioo-glad to remedy the defect, 
and-lJais show our earnest desire to-tum out absolutely 
sound goods. Please indicate the faulty part, and-we-wiU 
forward one fo-replace it. 

Youra-^eepectfvily, 
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THE DOUBLING PRINCIPLE. 

110. Curved strokes are doubled in length to in- 
dicate the addition of Ir, dr, or thr (heavy); thus 
k.\... lav:ghler, ..C... lender, .'%-—-^.. another, .jc^^i^mclher, 
,:s ^.. knitters. The circle s at the end of a double- 
length stroke is read latl, as usual. (Write two or three 
lines of each illustration in this and the followii^ para- 
graphs.) 

111. The double-length / , when standing alone, 
or with a final circle only added, is reserved for the 
representation of light sounds; thus .J...... letter, 

..>^__.. alter; words Uke ^^ leader, .L.\_. ladder, 
iLi, leaiher, being written as here shown. When initially 
circled and standing alone, I may be doubled for tr, dr, 
or Ikr; thus (5....slisft'«' or dider. 

112. Straight strokes with (o) an initial circle, 
(b) o final book, (c) a finally-joined diphthong, or 
(d) following another stroke, are doubled in length to 
indicate the addition of ir, dr or thr; thus ■-^- pointer, 
t:^. rafter, ■^- sputter, \^~ powder, -..\^ captor. 

113. The character ^ is doubled in lei^h to eicpreas 
the addition of r; thus ^:::rr^^ pamper, .Itts.. temper, 
..^rTN. chamber; while the character^..- is doubled in length 
to indicate the addition of kr or gr; thus „.X-^. shrinker, 
C. longer. It is, however, generally more con- 
venient to use the signs a-^ and ti^ in verbs, be- 
cause they can be readily halved for the past tense; 
as '. datiAer, .^tT!. dambered, HZtl conquer, .C^ eon- 
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gvered. The booked forms ■i-' <r*^ may be doubled in 
length fot the addition of the syllable -er; thus .^^ linger, 
f^>^. lingerer, /f__., lurrAer, /f.. (uwifterw. 

114. In very common words, where there is no 
likelihood of claHhing, it is allowable to make a stroke 
double length to express the addition of -tvx6; thus 
5w_./eoiure, j^^.,--^ «iqnatwn, - X ptdure. 

IIB. Final ir, dr, or (Ar, when followed by a vowel, 
must be written, and not indictUed by doubling; thus 
-^^- fiatier, but t)^. fiattery; ..9 — ■'.. cinder, but 
.2=(;^.. cindery; a-x^;/ signature, but ?rf5^^ signalorj/. 

116. When the present tense of a verb is written with 
the double-length principle, the paat tenee is written 
with the half-length principle; thus matter, 

'ponder, ....ti_ ■pondered; canter, 

srf; .^^^. winter, .i^.. winter^; _C ioiier, 

£^.. hnlered. 

117. Double-length doumitrokes have only the third 
position, through the line; thus .>-<^ pZuntter, --H-- splen- 
dor, .,.L. tender, —t. asunder. Double-length hori- 
zontal letters take two positions only; thus ... matter, 

jsX:!..- motor, -itHTi- meter; .i canter, -— — ^ counter. 

Double-length upstrokes may be written in any of the 
three positions, in accordance with the rules governing 
the position of outlines. 

Exercise 98. 

Bead, copy, and transcribe. 

i \^„^ J</I..^ /..j^ v-^..— 

2.^.„3.<=. t^ u,..„.=:r:....^..„.^ 

' Google 



M BHOBTHAKD. 



Wnie in Shorthand. 

5. Mends', borders, spatter, rem&inder, skater. 

6. Calendar, disasters, oyster, scatterB, stamper. 

7. Scamperer, doubter, pewter, grafters, electors. 

8. Sector, protector, tutor, rendered, feathery. 



^ siririt, ■-'i- may not, hand, v under, „_ jford, 

"> ivord, '■■■■^ wonderfid4y. 
118. Self- is expressed by a disjoined circle s; thus 

-%- self-possetted, ..^Ub... setf-defewx, .bZ. self- 



Hi. The terminations -fulness, -Usaness and -hus- 
ness are ejipresaed respectively by disjoined Vo /s and 
/"^ U; thus E^— use/uiness, .-^.id.. uflefcgsneM, 
.>.U- lav^idness, b-.!— lawleasneas, (.;?. jteduiousTies*. 



Bend, copy, and transcribe. 

I ...^.....r-v...::?....*^.,^ > ^ L. i.4„.„> 

T^ ^„...rz?!....„..^..^..X...„.^.... 

2. l_.:_,-c^...:: ..=^., .:...;:rr:_.i>r:?....^,..!)^„..^ 
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\.,A...^(r^.....-:...j.....-€s^.j.----. 



i 100. 

WrOe in SkoHhand. 

1. IS-thU-ii-the spirit in-whichr^you speak of -the secret, 

t(-won'Wie long ere tt-w-known to oU. 

2. You-are wonderf-uUy owtepoken, and-not a yard tmll 

J-move until /-see-yoii laider-lke care of-tke inspec- 
tor. 

3. If-yotKan introduce a competent entertainer, I- 

iiriU instruct the committee to pay Mm well. 

4. Itir^our ma^ficent self-esteem you iorget-ihe mag- 

nitude of-youT sell-impoeed task. 

Phsaseoorams. 

120. In accordance with the preceding rules, the 

doubling principle is employed in phraseography for 

the indication of the words ihere, their; thus (a) In stroke 

k^ograms, as in tn their, ---^^^ can be there, 

■-\-- upon their, -S^- hat to be there; (6) In out- 
lines that are not logogjams as .~W__^ / have seen 
their. 



"^:::j 



BBIBr COUBBB IN BHOBTHANS. 

Exercise 101. 
Bead, copy, and tratuerax. 



...^r-^...:s-,. 







WrUe i 
Mr. John Henderaon, 

Nome, Alaska. 
Dear-Sir: 

We-have-youT-\etter of-Maich 24th, ami-vie-ahaU 
order-lft« cyhnder bolts frmn-the factory before-rtere-M 
time for-the-other parts of-tke machinery io-coms for- 
ward. We-know-tkere-is an extra rush o/-order8 juat- 
now, but^we-think-there-ia-no likelihood o/-your-order being 
delayed. If-there-is-the least indication o/-BUch o thing 
iee-teili-see to^t thai less prenaing jobs are put aaide, eo- 
that nothing shoU hinder the finishing of-your gold Eoining 
machinery by-the promised date. 

Very-imly-ymire, 



VOCALIZATION OF DOUBLE CONSONANTS. 

121. To obtain a good outline, the double con- 
sonants of the pi and pr seiiee may be employed even 
though an accented vowel comes between the two 
consonante. If the intervening vowel ia a dot vowel, 
it ia expressed by writing a small circle after the 
consonant stroke, for a Umg or sftort voioel; thus .}=.. ilark, 
^A,^~- d^xmair, .CTiT^io hemupkere. 

123. An intervening dash vowel, or a diphthong, ia 
expressed by writing the vowel or diphthong sign 
THROUGH the consonant stroke; thus ..^^^Cl.. Boifimore, 
:Tr;rk. mixture. Wien, however, an initial or a finiil 
hook or circle would interfere with the intersection of 
the vowel-sign, the latter may be written at the sbgin- 
NtNO of the stroke for a first-place vowel or diphthong, 
and at the end for a third-place vowel or diphthong;. 
thus ■^ITX-- corporal, .V«?r, figuToHon; also when the 
general rule of placing the circle is awkward of appli- 
cation, the circb may be written before the stroke; thus 
SsZfiashUy. 

123. The methods of vocalizing the double conso- 
nante provide the writer with an additional means of 
distinguishing words in -tor from words in -ture; thus 
— \- captor, Z~^ capture. 

Grammaloob. 
*— tchool, a- sehooled. 
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! 103. 

Read, copy, and trantcribe. 

■^ s^=.H..^...^ -. 




Exercise 104. 

Write in Shorthand. 
Mt. Charles Reid, 

Oxford, Mass. 
Zteor-Sir: 

l-have-^our-ls,\OT of-the 24th intt., and-/-find thatr 
Oie-terms you propose ore, on-Ihe whole, reasonable. 
Four calculation oZ-profits, however, is palpably wrong 
tn-one instance, as yoii^mill-eee on further-examination. 
Ymi-will recollect (Aatii-iOTK-be-necessary for-you Ut- 
cultivat* (he trade in-your district. My former rep- 
reseniaiise woa culpabiy careless Unvards-lhe end of-^^ 
engagement, arul-the business will require a httle 
nursing for a time. /-am-perfectly sure, hmeever, 
that a display of energy by a sharp man of persua- 



VOCAUZATION or DOTTBLE CONSONANTB. 93 

aive talents, arid a judicious diatribution o/-tke literature 
I-wiU sead you, mil soon encourage a return of-the former 
extensive sales. Please call here on-Thursday to-aiffi-tke 
agreement. 

Ymtrs-lraly, 

CoNTRACnONS. 

commercial, V,—' financial, ) especioWy, 

^Ti^ infi-uential, .'^irTT!^ uninfluential, 

\ 8u6aten(MiW^, ^^ wievbatantial-ly, 

i amlTovenysial, i circumttaiux, 

C_^ dreianslanlial, ^-v« immedtote, i-^^ immediately, 

'^ pT^udiee-did. 

134. (o) Before the circled lettera "^ ] r^- <f^ 
tn- is expressed by a amall hook, mitten in the 
tame diredi&n as the circle; thus _7^ inspiralion, 
_t inatmctcT, ...5S^.. iTwcrufaifc, .«_Z inhabU. 

(&) The small hook for in- ie never used in n^ative 
words, that is in words where in- has the sigmfication 
of not. In all such cases in- must be written with the 
Btroke n, as -jA;^. tutepOabk, r^:*>^. inhospUabU, 
;n^ inhuman. 

135. The suffix -menial, -menlfUly, or -m«nfait(^ is 
expressed by di^oined -'-%■ mnl; thus J^ ins/ru- 

^erdse lOB. 

Read, copy, and tranacrihe. 

I , A..^..^^..4_s ...l....^-.-.../^ .,::^ i.i 

^....:i^,.l.:-!<a._L..•s::^......'!.....>iJ?!.l_ 



C^l^^ 



. ._.V-..«!:rf....)._l...^::!^_„5Jl„'r'.._:A.., 



LUTv^x 



.%„« 



138. Any tmimportant word such as Ote, qf, or, etc., 
may be omitted in a phrasec^nun; thus -3.^1 — for (fhe) 
MJte (pf), ?zC more (or) iew, .-L. side (by) tide, 
etc. It is well to vocalize him (so that it may not clash 
with me) in such phrases as -^*^^^--" b^ore him, ...'is:>^. to 
him, etc. 

Phraseooraus. 
.-...I—eJ am directed to state, 1— p / am irtstruded to state. 
....,_ZP / am requested to ilale, i^^rJ deliver immediately. 

Exerdse 106. 

Read, copy, and transcribe. 

1. 1^: .-J*:!!.!. H-^. A...-ht..,.4, rXf .....^::;_ , 

2. 3^.....:^i...M^,...r?L^.l..j:..^_.j — (^ 

i.,<„,.,,;.,,Goo<^lc 



VOCALIZATION O 



Write in Shorthand. 

1. 7(-ia etpeciaJly importard ihat^cFUrgkoidd deliver'lhe 

goods imnKdiotely. 

2. The unsubelanlud nature of-Ihe commercial traveler'a 

reaources rendered hia chances hopeless. 

3. The ciTcumslancea attending-<ft« eontroversy were far 

from pleasing to-him. 

4. Please-Dote thatrlhe-preaent order came thToughrthe 

ioatrumentality of Mr.-Smith, aiulr4s supplemental 
Uhlhe one we received yeeterday. 

5. Deor-Sir: 

/n-reply-(o-3/our-lctter of-the 16th intt., 7-am- 
directed-to-atate (ftoi-iAere-is-Jw such policy holder 
on OUT hooka. Very careful examination ftas-fceen 
made, ami-it-mtuf-be thai your clerk waa in error. 
RespeclSuUy-yours, 

6. Gendemen: 

J-am-requested to ask if-yovrcan deliver-imme- 
diately at our central depot in New York, three 
of-yow No. 4 Bicycles, fitted with Coaster Brake, 
and to ask, if-youHire unable lo arrange this, upon 
what date yon-covid make delivery^ 

YouTS-truly, 
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DIPHONIC OR TWO-VOWEL SIGNS 

127. Special eigns called diphones have been provided 
to represent two vowel-eounds occurring consecutively, 
each being separately pronounced. 

(a) A dot vowel immediately followed by another vowel 
is indicated by the diphime * thia' . "^ aaM>, 
_jCL_ uiirotsi, j£~^ lager, c<^it<- surveyor, ^^ real, 
,rr\^ geography, 'f -^ . gUniaus. 

(6) A dath vowel immediately followed by another 
vowel is indicated by the diphone * thus .^.. flawy, 

..!?».. drawer, i^.. xhowy, ~.^fe, besUmxd, .Ss^- brewery, 

3* truant, -(^ Lewi». 

(c) It will be observed that the first vowel-sound in 
these combinations delerminea the place of the vowel- 



Exercise 108. 

Read, copy, and (rarwcribe. 



DIPHONIC OR TWO-VOWEL BIONB. 97 

Write in Shorthand. 

6. Such a policy would-be ruinous lo-oitr firm otuI lead 

to disagreeable circumstances. 

7. The matter of-the Gaiety Theatre i^lo-be left in abey- 

8. Kindly re-arrai^ the terms and see fo-^ re-insurance 

of-Uie theatrical costumer's premisee wWuml 

fl. The bestowal of-these honors upon-lhe jmncipal of- 
the college and'kis coadjutor, Mr. Lewis Owen, has 
given great-pleasure to all-their pupila. 

CONTRiCTlONS. 

^ paesenger, h danger, / dangeroue, \ stranger, 
7 mestenger, '~'-^ \ manuscript, ~^ wtderBtand, 
•J understood, -t— whenever, V. whatever, 
J— I transcribe, i—\, transcript, i — ^ transcription, 

L transfer. (The letter n is frequently omitted in the 
prf&x trans.) 

138. Negative words which begin with il-, im-, iri' 
or un-, Me distinguished from the positive by re- 
peating the first consonant ; thus j3.. legible, ./^.sC- iUeg- 
t6k," LZ.. mortal, -j!X_ immorttd; LsZ noxUrue, 
" "^^"^ innoxious; ..,v^_- known, -^-"y'- ^"^I^"^'"'"- 
Negative words commencing with ir- may generally 
be distinguished without repeating the r; thus .^„ reso- 
lute, Z^,. iTreeolute. But it is Bometimes necessary 
to repeat the consonant; thus -A^— redeemable, 

- :^:y|™.. iTTedeemahle. 

139. The suffix -iy is generally expressed by i 
joined or disjoined, as may be convenient; thus 



_p3, tweeily, .T%^. friendly, .^?1„_ (Asolvidy, A^--, "on- 
fiden&y. The I hook may sometimes be used in words 
ending in -ly; thus .%^_ briefly, , J_ deeply, li. acKweiy, 

Ex^ijise 109. 

Read, copy, and trantcrSie. 

'..===. ,-..L.:^,-../r..ZI..k. 

2. L-;k:.....— ^.-^.-,....s^....l...t„.S. ,^^. 

^■^"^ :> -|-=^,.-.5^-.-t4 

■^■■■'■■L^V^^-O ^ 

* t"--^---i^->-==v"--"-fa^ 

6. .i...L..i...J^. y, L..^_._-...^.-J^ 

■^•^■-K^ — -^-j--S:^-l C ^-. 

Fhraseoorams. 
^... I regard, ..^_i. / regret, V / <i> ""( utid«r»tand, 

>o^ jtmr esteemed favor, *«^ J om in receipt of your . 

eeteemed favor, — JT^ in reply to your esteemed fanor. 

Exercise 110. 

Read, copy, and transcribe. 

,.^.i..^,..i51:, s^-j.. ;j-.:ra^:..2e-^. 



DIPHONIC OB TWO-TOWEIi S 



£n..^...^j-..v.....t-..^._..v^.x..i 

..V-^t>..>^..i....i^....rt ^.\..^.,.~...A^ 



Write in Shorthand. 

1. If-tiie instructor destroys the instruments, he-may 

cause irreparable mischief. 

2. The transmission of-the trtmaeripHon proved more 

dangerous than-lhe stranger expected. 

3. I-wnder»taod (AoWfte-tranafer of-ihe stock wiM-made 

of-tAe-end o/-last September. 

4. TAe Victoria Cheinical Co., 

Brooklyn, N. Y. 
OertMemett: 

/n-reply-ift-your-esteemed-favor of-yetlerday, the 
reason wAy we returned ^ou-(Ae barrel o/ zinc sulfate 
wa» becau&e analysis showed (ftai-ifr-ioas-noi eqjial 
la-our sample, and ibob, therefore, ^ite useless lo us. 
We-do^notr^ndeTS\,&aA why t(-u>a» seni, since we- 
presume you were aware tiiol such a standard would- 
not suit our purpose atroU. Please send us another 
barrel immediately, and-be careful to see that4t-is 
exactly what uie ordered, 

Very-tru\y-i/ours, 
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LESSON 23. 

W AND Y DIPHTHONGS. 

130. When the Bound of to or i/ (or 1) is followed by 

a, vowel, loi^ or ehort, and a diphthong is formed, the 

resulting diphthongs are represented as follows: m w 

(a) w plus a dot vmoej-eound by a small Uft eemidrcle: 
./.... Zouave, ..J.', atsuage, _.Y seo-uieoi, -t_i- tiaen^, 

IwiTtge. 



•V 



(b) IV plus a daah Mnwi-sound by a small right semi- 
nrde: !!!^ <^}batoir, -i::»r— "twgvote, -^ — work, .Ji., drift- 

(c) ^ plus a dot t>ou>eI sound by a email Eotoer s«TRt- 
circfe: — -S:\, Spaniard, -is*", spanid, ryl yearly. 

(d) y plus a druft ixnrel sound by a small upper ««mt- 
arcie; ^^^\*!. T^ieUian, ^^^^^ miiiion, — l_jj accuae. 

The dot or dtuA vowel in these diphthongs determinea 
the p]ace to be occupied by these signs. 

ISl. (a) The right seniicircle for viaw or v)6 may be 

joined to i ,,.--' | / ^ *-s ,-Nas in vxHk, 

Z^.warm, wam, ,.,L water, .L-walcher, ^_v)aeher, 

?^„ W(dnisley, _. ivampwn. 

(6) The r^^t semicircle is also prefixed to — — 
f-^ '-v as an abbreviation for w; thus —-it— woke, 
-,;:_a^i_;'«fij, ^..»Ti._ women, .*;: Wimpole. 

Too 



"w" AND "t" diphthongs. 101 

133. In proper names, the left Bemicircle is ptefijted 
to downward I, as an abbreviation for wl; thus 
..^. W'Uiiam, ..^. WtOa, ...^ WOeon. 

133. The joined initial .semicircle is always read 
first, so that the abbreviated form of w cannot be 
employed in words commencing with a vowel; com* 
pare — i-^ uwAe and x/iH awake; -j-!- woke and 
iii^vZ awoke. 

CoNTRACnONS. 

^ better than, ..^ roXher than, ^^ Tother or tmfcr, 

\/^ perform^, \/\£~^ performer, 
"N/Vo perform^-ance, /V r^orm-ed, /Vc— . reSormer, 
'^^->. T^ormalwn, ""V inform^, ''''\e-^ informer, 
ii^ormalion, _L iJiankfyl, ,o—, thanksgimng. 

Exercise 112. 

Read, copy, and transcribe. 

2, ...£..•., rT._.L..r2l xLjtl f.. 
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102 BBIBr CO0RSB IN B&ORTaAMD. 

Phbasboobahs. 
\«™ / have to inform you, ■ .S™.-.. pUtue inform itt, 

S_- pleate quote u«, .%^ — pkaee let rne kn&m, 

..\j..-. pietwe let ua know, -Kj-- please note, 

_K^- — please forward. 

Exercise 113. 

WriU in Shorthand. 

1. We-imitl vfam-the workmui not to-maka^he waahem 

loo tight. 

2. They did their best to assuage the pain, but-the woman's 

weakaess rapidly increased. 

3. Please-quote-uB for 5,550 copies t» typewritten fac- 

simile of-the enclosed circular, 

4. Please-let-us^cnow when yoa-can deliver-the fifty bales 

of cotton, loAieft-are still due. 
6, Mr. Wm. Bryon, 

Milton, Mbhb. 
Dear-Sir: 

/Ti-reply-to^aur-esteemed-favor of-the 8th, 7- 
have-to-iTtform-you that-fhe sale of-the property fe- 
ferred to takes-place ot^the 26th ina(. //-you 
desire further-particulars in-addition-to-tAo«e given 
in-the catalog enclosed, / sAoZi-fee-glad to furnish 
them. Plcase-note thai-there-is.^no present-intention 
of disposing of-the hotel in Royal Avenue. /- 
can, however, infomt^ou o/-eome very-^xd hotel 
property jufttcft-ts /or-sale, ff-you care lo speculate 
tn-4ftoi-direction. Yours-very-truly, 

134. (a) A<xom~ is represented by a joined or diB> 
joined — it; thus -K accommodation, -]:.. accommoiiate. 
(b) The termination -logieal4y is expressed by a dis- 
joined / J: thus ..T^- mythological. 

l.,<,n;o;; .„ G00<^|C 



CONTRACnONS. 

*^ ■profiaet^rey-iy, \r^ dejicient-cy4y, V^^ efficient- 
ey-ly, ^~^ — ^ ijuffidetu-qi-ly, v_^ suffiaenircy-iy, 

^ — ^ in»ufficient-cy-ly, Tf observaticn, "V^ preserva- 
tion, C^ electric, C^^ electrical, '— P eiecfrteiij/, 

T- inconsiderate, _,? *eifo/i-««33, i7 unae^foA-neea. 

Exercise 114. 

Read, copy, and transcribe. 

1. j;q3L„^j.._.:x-.:^......^. :.....--a^-.%..::n 

:_..!i2r_:s-^.....u..c: .^.. 

2. . ...u-..^:^^-..?. 1.. ^^.. , ^ .^ < ...rvr 



, ...-^._....._....^...^ ^„ :^. ^.^ .>^ .„.|. ...^ 

WriU in Shorthand. 

5. For-the accommodation of-ita readers, a medical 

journal of international repute conducted a series 
<if weekly discuaaions as lo-thc progress of civiliza- 
tion from a biological and ethnological viewpoint. 

6. The "Psychological Review," for-the ■preservation 

o/-its large circulation, has introduced among sev- 
eral features a department to-be devoted (o-fAe elec- 
Irieal trade. 

7. Ymtf-mU-see, therefore, that your conclusiona ore both 

inconsistent and inconsiderate, and-we-lToat you- 
wm acknowledge-ihe inconsistency of-ymir position 
now that our ■unae^hness has-been sufficiently proved 
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LESSON 24. 

PREFIXES AND SUFFIXES REVIEWED. 

136. (a) CoJV- or com-, when it is the first sound in a 
word, is expresaed by a lighi dot, written at the 
commencement of the outline. 

<6) When the syllable cori-, com-, cum-, or eog-, octmre 
between two consonants, it is indicated by writ- 
ing the second consonant dose to or wider the 

(c) Acamt- is represented by a joined or disjoined 

— k. 

(d) Inter-, intro-, or enter-, is expressed \>y v vi joined or 

disjoined, as may be convenient. 

(e) Magna-, magni-, or Ttiagne-, is expressed by & dis- 

joined ^^ m,. 
(J) Self- ia expressed by a disjoined circle s. 
(s) Before the circled letters n ) ^ — ^ 

in- is expressed by a small hook, written in the 

same directum as the circle. 
(A) The small hook for in- is never used in negative 

words, that is in words where in- has the s^ifi- 

cation of nol. In all such cases in- must be written 

with the stroke n. 
(i) Negative words which begin with ii-, im-, in-, or un-, 

are distinguished from the positive by repeating the 

first consonfint. 
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PRUnXES AND SUFFIXES RBVTBWliD. 106 

FHEASEOaRAUa. 

lU early amsideration, \ further eansideralion, 

^ further considered, '^ take (taken) into eon- 

stderaHon, % »haU be taken into conskforofton, 

^\r^ aa soon as convenient, !^™!^ in consequence, 

1/ and the contrary, j/ on the contrary, 

.i — to the amtrary, -^}c <^ yo"^ early conveniaux, 

'i/~ gcTieral Tnanager, 01 youri sincerely. 

The prefix con- may be omitted in any phraae aimilar 

to the foregoing. 

Exercise 116. 

Read, copy, and tranecrihe. 

.--^S c^)^...J,..^..-\. . 

*:::CiIr.. u^. ,..nl..,^...yi.._l<^...S.>..!4-^, 



4 c::^-<_-^'.v,-^.M.-^...'./l:^ 

%-^-^ X:, ~^-i~^-^--^ r^ 
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BBn? COUBBE IN BHOBTHAND. 



Write in ShorUumd. 
Tht Downea & Plewes Co., Inc., 

CongresB St., Brooklyn, A'^. Y. 
Gentlemen: 

On further-consideration /-Aove-decided to-a«cept 
^our-offer (^-the prenuses in Sycamore Avenue, sub- 
ject to pofiseasion 6dng fftiien by-the Ist September. 
Perhaps you-wiU give early-consideratioa (a-the poa- 
eibility of-ihie fieing arranged, and let ms know yowr 
decision lu-soon-as-convenient. /-am-obliged to Btip- 
ulat« }ot-Om condition in-consequence of-hamaf, to va- 
cate my present premises hy-Ihe date named. I- 
tnust ask-you to-take-into-consideration also the fact 
that /-aftaZWfe-obliged to-make severai alterations before- 
ihe premises are exactly suitable /or-m^requirements. 
Truating fo-receive o reply oi-yow^^arly-oonvenience, 
Kowrs-sincerely, 
13B> (a) The suffix -ing is generally expreaaed by the 
stroke ^-', and -tnj/s by ^-^; but when the Btroke 
is not convenient, -inp is expreased by a light dot, 
and -171^8 by a light doah. 
(6) The endings -ait!!/, -^liiy, -arUy, etc., aie indicated 

by disjomirtg the stroke preceding the ending. 
(c) The termination -logical-ly is expresaed by a dis- 
joined / J. 
{d) The sufiix -m«n( is expressed by ^ en/, when the 

sign f^ will not join easily, 
(e) The suffix -ntenUd, -mentoUy, or -menbdity is ex- 
pressed by disjoined ^^ mnf. 
(/) The suffix -ly is generally expressed by f joined 
or disjoined, as may be convenient. The I hook 
may sometimes be used in words ending in 
-ly. 
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(g) The suffix skip is expreaaed by ^ joined or dis- 

joimed, as nmy be convenient. 
(A) The terminationa -fjdness, -lettness and -lousneaa 

are expressed respectively by disjoined Vo /« and 

r,.. 

GsAMUAI<OGe ANB Coi^TRAOTIONB. 

""V^ jictrer, ^ nevertheUis, t notimthstandiTig, 

JL. enlarge, .^^ enlarged, \^ prdmble-ly^iiily, 

N practice, practige-d, ^— ^ ■praclicMeAy, 

''^i imperfect-ion, l saUafacii'm, iT saUifactory, 

PHRABBOOB AUH . 

"V^ J Aaw conchided, f**^ satisfaetory conciimoit, 

y*~^ unxalisfacUyry conclusion, -■^- imder the circwm- 

tiaruxi, \i> 6esi 0/ my ability, Vn. 6es( 0/ our ainlUy, 

"v. 6es( 0/ your aM%, "\v f>^ of iKeir dbUUy. 



117. 

flead, copy, a?id ironambe. 

1. ri?]...i^„.^i:?. ..< , L., "^. ^..^^^.N^., 

2. X^__A_^.,....k5^...S....^cV-^---^- 

8. Js, „Vi^...5|..j.V-^....N,..L..r^ ...„£i?_, 



103 BRIET COUBSi: IN 

Write in Shorthand. 

■6. Hamug considered aU-the eircumslawx», /-toce-con- 
cluded U>-give j/ou-the agency, OTid-J-hope-you-ufiii 
exert yourself Ut-Ihe besW»/-y»ur-abitity fci-make- 
U profitable to both of us. 

6. (Te-asBure-vou fAal-(A« businees sAaU-6e looked after 
to-the best-oZ-flor-ability, and-tkat-we-shaU spare no 
pains (o-bring-(ft«-m»tter (o a sotis/actory-con- 
clusion. 



Exercise 118. 

Jfead, copy, and tranaeribe. 

.?!...4,..XjC....V- \:...^..^ 

_..r^ 1^ L.ri...N^..i^.....: €....r: 

/JC.vrd! ...<::,.„- l....j;rr....rw.....L-. 
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! 119. 

Wriie in ShoTlhand. 
Mr. George Manning, 

St. Paul, Minn. 
Dear-Qa: 

/n-reply-to-your-favor of -yesterday, we wmiM-aa.y 
(Aot-u«-ne!«r hesitate to-replace a machine wkkh does- 
nol gwx complete satisfaction. Nevertheless, where 
practUable we hke to assure ourselves thal-the-4rriper- 
fection teas present loAen-ifte-machine left our haTids. 
As a rule, (ftis-i* very improbable, fcecawse-iwe-take et«rv 
care to insure an absence of imperfection in every machine 
Jen<-oid. /(-is satisfactory to tis to know tkat-you-ivUl- 
not permit this accident to interfere uniA your friendship 
for our firm. We flatter ourselvea (ftai-^ou-recognize 
iM as praotical men, who-have always practised straight- 
forward business methods. 

BeBpectfTiUy-youra, 
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LESSON 26. 

OMISSION OF CONSONANTS AND FIGURES. 

187. In order to obtain more facile outlines, certain 
medial consonants may be oniitted, as follows: 

(a) P between m and t, or between m and sA; thus 

I^_ promjrf, alamped, ./ik:}^ redemption, 

-JVp— presumplion. 

(b) T between the circle s and another consonant; 

thus ~y>- postage, ■^- postage stamp, -^- post- 
pane, .^ir-~^.- teeiimtmy. 

(c) K or p between ng and ( or sh; thus ...&:|-. adjunct, 

.^.. conjuration, ..S. anvious, .-^. amuMon. 

Gkammalogs and CoNTEAcnoNS. 

mistake, mistaken, (-»— domestic, 

~. character, „ charat^eriatic, t— description, 

i justijicatitm, <i generoliwXion, ~^^ organize-d, 

\^ organizalion, "X^ extinguish-ed, o-' distinguish'^, 

'O rdinquishr^, V_ covenant, ^\- govem-ed, 

v.-- goeemmenl, raagnetie4sm. 

Exercise 120. 

Bead, copy, and transcribe. 

I ._V3...r: ^ ". z t^„, ...;.. . ..Jt...^^~a 

-^ J ^ 
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^.._.w. 




I 121. 

Write in Shorthand. 

. We read in-lhe new magazine thaMhe-govemmera 
haa Telinquished-the claim to control Ihe domeilie 
policy of-^he ruler and-there-ie juslifiaUion for-U. 

. The distinffaished speaker in^fm generalinatioji 
summed up-ihe character of-lhe organization ufUk 
chaTOderistic ability, thougk-we-tkink he-ii>M mis- 
taken in-hii condemnation of-tke recently signed 



. Mr. Charles Warner, 

Cleveland, Ohio. 
DearSix: 

Four-favor of-the 4th is at hand. TFe-consider 
Barnes' offer oimost a presumption. Al-any- 
rate, tt-is-no temptation to us to-sell, and-we- 
htme promptly declined it. Please use the strong- 



est efForta 



Anderson's 






You- 



. Cookie 



112 BIUEF COUBSE IN aHORTHAHD. 

can pioraiae punctual delivery in a week's-tiine. 
The market here is very restless, and business is 
languiBhing in-coiiBequence. ff"e-note your Temarks 
about-(Ae sacks, and-^wHl attend to-lhe-ai&Wiec 
immediately. Kwurs-fruly, 

138. F^^uree one to aeven, and the figure nine are 

written in shorthand. All other oumbers, except round. 

numbers, are represented by the ordinary Arabic 

numerals. Round numbers, and doSara may be 

expressed by usmg the shorthand letters, as follows; 

— - for hundred or kundTedtii; thus 4 — , 400. 

( tor thmaand; thus 5 { , 5,000; 5 -— ., 600,000; 
250 (, $250,000. 

^- for mUlion; thufl 4 ^-s, 4,000,000; 4 ., 400,000,000. 

\ for biliion; thus 2 \ , two biUione. 

DoUars and cents may be written thus 7", 57.16. 

Gbammalogb and Contracttonb. 
\ ^ captain,, \ capable, '^ \ incapable, 

J^.. appointment, (1„ disappointment, 

U atlainmenl or atonement, 1= entertainment, 

1-3 amtentment, •-'— indi^nant-ation, y^~ resignation, 

^^~,. anlagonist4c-i»m, ^.. inscrii«-rf, ..tTT.. interipHan, 

X imbiiclive, Tj inslruetUm. 



Exercise 122. 

Read, copy, aTul transcribe. 
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I" COHBOKANT8 A 



-.^...^...,...X2:i, 



Write in Shorthand. 

1. The TesignaHon of so capable a man has-been a great' 

disappointment lo-ihe-^members. 

2. /-understand ke-ia indignant alr-the treatment given 

to-his late antagonist. 

3. He-thinks-the committee are incapable of-nmikmg s^ffi- 

cieni atonemenl for-their conduct. 

4. The cottOD marketed since September 1 exceeds 

123^ milli oTi bales. The actual production, cannot 
haee-been far short of 14,000,000 balea. Spin- 
ners' takings from September 1 to June 2 amount- 
ed to 10,269,000, of-^hvA 2,514,000 were Brit- 
ish, 3,815,000 Continental, etc., and 3,940,000 
American and Canadian, /(-is computed Ihat- 
fAe-present supply, visible and invisible, amounts 
to 6,768,000 bales. The prospects for next year 
appear to he anywhere between 11,000,000 and 
14,000,000 bales, hvt it-4»-iiivpoasible to predict 
more closely than 1Mb. 
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LESSON 26. 

COMPOUND WORDS AND INTERSECTIONS. 



-tip hereai, .S... hereto, .S^.. hereof, ..'^.. herewith, 
J^... heretofore, ."v^ herein, ..Sj. hereon, —J... thereat, 
...(— thereto, —A- (Aereufifft, -i-i therem, ...«- (Aereon, 
.Ci^.. whereat, .C^rrTT^. whereto, X^^.S~ wkereqf, 
c^S wherewUh, .tvrr^rr!!!?!^- wherein, .Crn^... wAereon, 
Cr::^., whereae, .C-a^. whereabout, ,,X.. tiwwmucfc, 
r;;^_ fitrthermore. 



CoNTRAtmoNa. 
i discAorge-tJ, 1 displeasure, J~> dimmilur, 
~^ expenditure, \ expenaise, ^\ extraordinary, 

~% extTovagant-ce, ''"~~A^ manufaelure^, 
'^"v.^^ manufdrfurer, V intelligent, J intelligence, 
J inteUigiMe, i adverlise-d'Tnent. 

Exercise 124. 
Read, copy, and tranacribe. 

1 ^....^:^......^,,.:^. O^--.^ ^?>>,...>^... 

— i^ ]^^ ¥—- 
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..::t - )-i^-^ -^'^ '^■■- 

^ .) L,....v„..iru 

L L..^!«:-.l..l....^i .rs. Aj, l,l..n..^ 






^^■f 



WriU in Shorthand. 

1. We-We-your-letter o/-(Ae jlrsi-irwian/, and-tke ac- 

counts therein referred to are enclosed-her©- 

2. ITe-caU ^our attention thereto, and entrust the con- 

eideration thereo! to-yourself ond partner. 

3. Plea8e-note-ift<i/-(ftc-gooda named in-(A«-order enclosed- 

herewith must-be delivered forthwith. 

4. Mr. Abraham Samuels, 

St. Louis, Mo. 
Deor-Sir: 

Wili-y<nt kt-ui give you information wherewith 
you-can save from twenty (0 fifty per-cent. in-your 
Billing and Order Department? The information 
offered herewith is yoars for-the asking. See slip 
attached hereto. Would tkank-you Jot an acknowl- 
edgment. Yo\tr»-very-tnt\y, 



-.ooglc 
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Exercise 126. 
Write in Shorthand. 
Mr. Benjamin J. Neale, 

St. Joseph, Mo. 
Dear-Sir: 

Herewith we-haee-the-pkastire to eneloee our new 
price-liat, wherein ^ou-UfiM-find porticulars of-several 
lines that should appeal to-you. Kou-ioiU-see-iAe details 
whereof we speak on page 44. 

Reapectfully-yours, 

Exercise 127. 

Write in Shorthand. 
Mr, Clement Newton, 

Dayton, Ohio. 
Dear-Sir; 

May-isie advise you ta-try-tke expenditure of a lew 
dollars on an advertisement in-our columns? Kow-wiH- 
Gad-the coat not extravagant, uifttie-tA* result uie-are con- 
fident, teiU-be very satisfactory. We~hww-the old 
ways of display!]^ adverliaemerds, oTui-ice adopt 
entirely different methods, leas expensive, arul far 
TTwre effective. TT^-enclose our rates, and-tnist to- 
hear from^ou. Yours-tntly, 

UO. The shorthand writer may provide himself 
with brief, distinctive, and easily written outlines for 
the titles of companies, officials, etc., and for frequent 
colloquial phrases, by employii^; the principle of 
intersection, or the writing of one stroke consonant 
through another, as in the examples which follow, and 
from which the student may devise similar piiraaeo- 
grams to suit his requirements. Thus \ may be 
used for party; \ for bank; I (or attetUion; I for 



) WOKDS ! 

deportment; / for Jmimal; — for company; \ tot 
authority; I for society; — '' for Toiirood; \ ior 

cura7ige-d-ment; etc.; as -^i^- poUtictUparty, .IX. portj/ 
question, ^^ Bank of New York, >5^ National Bank, 
i_- my attention kaa been called, ..l^. I a»k attention, 
-ZP, wagon department, ...J., .shipping deparlmeni, 
-:vj4... Pitman's Journal, T™ Journal of Commerce, 
j(^.. Hazel & Co., .oC^ The Jones PiMiaking Co., 
./C^... local authority, -A^- ■ medical authorities, 
-fc^ dranuAic society, J?^ Pennsylvania R.R., 

Zr4- South Carolina R.R., ■ _"iZ, / shall arrattge, 
!S^. I have arranged, -^y^^:^ please make arrangements. 
When (he direction of the etrokee will not allow of inter- 
aection, the second stroke may be written close to or 
under the first; as .IT^^^. Knox tfc Co. 

Exercise 128. 

Write in Shorthand. 

1. The party leaders are to-meet (o-motrow-evening 

(o-make-arrangements for-the coming election. 

2. The manager of-the State Bank writes to-the "En- 

gineerii^ Journal," calling attention lo4he new 
aavings department. 

3. The New York Publishing Co., has issued a new catalog 

of-its works. 

4. The medical authorities declare the port absolutely 

free from-ihe plague. 
5: The Baltimore Musical and Dramatic Society gives 
its first eniertainmerU of-the season to-morrow-even- 
ing. 
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6. A big increase i» reported in-the traffic returns qf- 

(A« Missouri Pacific Railway. 

7, I-wiU anangd-the matter a» I-have ananged it be- 

CONTBACTIONB. 

.^^ induHdual, \ iTwestment, \ interest, 

"f iiUereBted, I TminteresHjtg, t* (Kstntereated-neM, 

^ oppiicoJie-iitty, ,.W_ oiUmith-ed-mera, 

o\_ certificate, [^ eortHngertq/. 

Exercise 129. 

Write in Shorthand. 



Refemng U>-the imUmdual who called last-week 
respecting an investment, it-may intereit-you to know 
that-we-have discovered, to-our asltmishtwnt, thair4he~ 
man has since \ett-tke country. We-were-toW by a per- 
fectly dinntereated person thal-lhe stranger had had 
a far from uninteresting career. We-aovr see-the ap- 
plicability of -his remark about not hamag "allr-your 
eggs in one basket," thoughtee-ctmld not make-il 
applicabU to-Ms business ot-tAe-time. IPe-UJitt let 
you know if-ioe hear anv'Ainff-further about-Aim. 
Reepeetftilly-youTS, 



i^ just pMStdle, J^ JTisl receii/ed, (. la»l uwdt 

\— ihi» vseek, >.j>— next vxeh, (. .J. Ia«j numth. 
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Exercise 130. 
Bead, copy, and tranacribe. 

.^...^...A,..x.,..c:.. a...=4_..i^. 

;-^--^-^-^-— L^..^^.^,...V.. 

U^...<'.-..^-V^...f..i...r....,i^...cr!:., ^ 

.'...^);.._3w..I>..._,^...i..3uh :y-' 

Exercise 131. 

TFrtte in Shorthand. 
Mr. S, Webb, 

New Orleans, La. 
DearSii: 

ffe-Aawe-juBt-received a cable informing u* (ftot- 
ifte-gooda 3/oii-wrote about lasUweek Aoue-ieen shipped 
and may-be expected here iti-l/te-end of next-we^. 
Lafit-month's Eales, if-appears, were umnually heavy, 
and-there-xpoe a little delay in obtaining exactly the ma- 
' terial required. Our correspondenta inform us also that 
iiris juBt-poBsible fAol-prices vnU riae, and-liial instraclio'na 
must-he-sent immediately if-they-are fo-forward a further 
supply ot-preaent rates. 

Youri-iruly, 
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DISTINGUISHING VOWELS AND 
DISTINGUISHING OUTLINES. 

lU. Regular and aysteinalic practice in the writing 
and reading of ahorthand characters, with a careful 
foUonii^ of the rules for the indication of vowels, will 
enable the student to dispense with TocaliEation to a 
large extent. Nevertheless, he should not hesitate to 
insert a vowel where it seems necessary for the sake of 
distinction, as, for instance, in kich words as .lI. lady 
(to distinguish it from load), _:— ^>_ enemy (to distin- 
guish from name), — L.. extricate (to distinguish from 
extract). An uncommon proper name, too, should al- 
ways be vocalized when written for the first time, though 
the outline may be left unvocalized should the name 
occur again in the same matter. Speaking generally, 
the steni^^pher should rather err on the side of ovei^ 
vocaUtsation than run any risk of illegibility by omitting 
necessary vowels. 

Exercise 132. 



We should-neither accept any theories nor adopt 
any views, however voluble the advocates of-euch- 
may-be except we-are convinced that-they-are au- 
thorized, and-have-been tested and ottested by-thoee 
upon whose veracity we-can rely, or unless our-own 
reason approves of-them and-we-have tnnple proof 
that-though tliey-may-have some defects, their adc^ 
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tion wiU-be valuable to us m-the-maiu, that^we- 
may employ them to-the benefit of-ourselves and others, 
and-that-they-will-be readily available on occasions 
of necessity. No matter how apposite the arguments 
may appear which-are odduced to-move us from 
ac opposite opinion, we should-be as adamant in-the 
face of any demuid upon-the feelings, which-our reason 
doea-not sanction. 

CoNTBACnONS. 

l--fc . derrumslrate, ""^--^ TemonstTOle, "^ ministry, 

Kj~^ famHiar-ity, "V ' preliminaTy, 't^— ainffidar, 

*% .indispenmble^. 

Exercise 133. 

Write in Shorthand. 

1. 7f-u stn^ular thatrthey should choose such a time to 

denvmstrate their strength' 

2. The oripnal owner tmw o very lingular individual, 

■who never indulged in familiarity inith anyone. 

3. Mr. Kichard Young, 

Milwaukee, Wis. 



Replying to^our-fAVOT of-lhe 1st inst., the 
original of-the document to-wAtcA-you-refer, may- 
be-seen here after a preliminary examination qf- 
yaur credentials. This-is an indispensable con- 
dition, and-it-is sinffular that^ou-ahould'iMt-be 
famUiar ■unlh-U. The circumstances wmild appear 
faj show that^oti-are a stranger irt-Ais district. We- 
aAoU-6«-pleased, however, to see^ou whenever you 
care to-aUl. 

Ymtr»4ruly, 
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143. There are aome words which have ouUitiee 
of thetr oten; that is, they are readily recogoized 
by their distinctive forms, which it is difficult to 
read for any but the words they are intended to 
represent. The following are examples of such words: 
.■::^. inttincts, |L_ disqualifies, .!^f^ disUnetion, 
\JL^ pronounce, -,s.^(<*s,- miserably, h^. fortunalely. 

143. The following list of similar words, distin- 
guished by a difference of outline, is eelected from the 
longer list given in "Pitman's Shorthand Instructor." 
^i-f^^s— petrify, V— putrefy: ,_fe, potMonate, 

\,Zr patient; \^ \/^ purpose, -\^- propose, 

perhaps; .!\^j appropriate, -^x/^ properly, 

projmety, .\.i3i'. purport; -\^ appropriation, 
T\^p preparalion; _J^ proffer, jyT— prefer, 
— ^|- provide, ~\:_ pervade; .^. prosecute, 

-S^- persecute; ^y^i prosecution, .\^^=s persecution; 
-Ji^.. detrimeni-al, I—., determined; — n— debtor, 

_1_. editor; -J— defray, JitL. defer; (L courage, 

^rii carriage; S^^^. factor, ^Tnnq^ factory; 
..\», favored, ..Vjt^ favorite; _L_ staid, _f_. si 
_^ considerate, _J._ considered; ^1^.. impassioned, 
■—.^- impatient; ^Zj^.. .unavmdable, ...V- inevitable, 
(Z,^ learned (verb), (^...,. learned N(adjecti. _,, 
^-.. regard, •^-.i regret. Pure and poor, and deriva- 
tives of these words are written in the third position, 
and are distinguished thus: .\yi— pure, s^.... purely, 
i^^,CB£ purenees; :\_^ poor, .\™ — poorly, 

\ iMnrness. ' 



^ 
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Exercise 134. 

Write in Shorthand. The distinguished wtords are printed 



1. Pbhhapb you PEOPOSE to accomplish your puotose 

tn-another-way. 

2. The presence o/-the ladies willrPBOVWB an air of- 

quietn^s lhat-4s sure to-PEEVADE-iAe whole con- 
ference. 

3. /-fear-(Ae probectition has become i 

and-lhal-they 

PBBSECUTB the 

justicB. 

4. The BTEADT COOBA-OB of-the staid student in atop- 

ping the CAKKIAQE won-(ft« admiration of-the 
FACTOR, and-the youth ie-now engaged atrthe 



6. TPe-were-FAVORED with i 

from our favorite speaker, who, 

iohal-he coNsiDERED-iAe want-o/ considbratb 

treatment by-the mayor, gave us a rousing dis- 

CONTRACTIONS. 

Ii— \^ indescribable, Ti indiscrimiriaie, ^^ senai- 

ble-ly-ilily, N peculiar-ity, "v'^ perpendicular, 

\^ proportion-ed, \^ / proporlionate-ly, 
— 1;~ eetahlish-ed-'ment. 

Exercise 136. 

Write in Shorthand'. 
(a) DearSir: The peculiar novelty about wkick-yau 
inquire is simply indescrU>able in a letter, as we-are per- 
petually informing inquirers. We-have-just established a 
branch in New York, where you<an inspect-ihe article 
at anjz-time. ReBpectfuUy-youra. 
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(b) DearSii: The ittdiaenminaleaAt&okBwhich-you have- 
been pleased to-inake upon-the management of-lhis eeUA- 
iiahmeitt are oiiogetAer tnd-of proporUon to-the gravity 
of-Ote mUtake we made, oruj-uie appeal lo-ytni to discon- 
tinue tiiem ot-once. ReapecifvUy^owa, 



Ezeicise 136. 

WrUe in Sborthaad. 
Meaara. L. Baring & Co., 
Indianapolis, Ind. 
GenUemen: 

(Fe-ore-deeply senrnWe ((/'-j/our-kindnesa in gima^ 
its-ihe information act forth in-ywur-Cavor of-the 10th 
insl., and-we-ahaU-ie^leBBed to-reciprocate at any-tiiae 
v>hen-it-may-be in-our power to-doso. The business 
u a peculiar one, and-^we-kave to be careful not In- 
take on undue proportion o/-risk by indiscriminate 
haste. Thanking you again for-your courtesy, we 

YouTS-very-truly, 

PURASBOSRAUS. 

vJ* in regard to, t' with regard to, '--■^ hafinQ 

regard to, v^ iidlk respect to, "^ ioilh rdalion to, 

u in relation, to, (Aj unlh rejeretux to, 

\(_ / have received. 



Exercise 137. 

Read, copy, and tranaeribe. 



DISTINODISHING VOWEU i 



■-^ 



'S^^:z:>.,..L.^....^rzi'...y...^....::y:...cr::. 
.^a...<i-'\:4.^.. . .rrz>....N,...^.H.nr..,4i, 

i^.^^......:^^.i> ^. % l.rx^ 

ft^ ^.-.^..-...i-.^ V^ 

Exercise 138. 

Fnte in Sborlhand. 
Mr. W. C. Shaw, 

Memphia, Tenn. 
I>ear-Sir: 

/n-reply-M^our inquiry u»(ft-regard-to our special 
grade index cards, we-encloee-herewith several eamples 
vritk prices marked on each. Having-Tegstd-to-tke 
fact ihatyou-oTt likely to-take large quantities, vie- 
Aare-quoted-yow , wr^low-priceB. TFi(/i-reference-(o 

your ofiseTTofttm* (w-to-ffte extension of -the system, ive- 
maysay tfiai-tae-AoKe-received letters from all parts 
of-the country assuring vs ^lat-it gives the utmoat 
Boliefaction. We-»haU-be-g\ad io-hear further from- 
you tn-relation-to-(fte typewriter supplies for-wkich- 
Me-quoted-you last-week. 

Reapec^vUy'yoMrs, 
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Exercise 189. 






^■■\ 



.-..a...,....iiV «.A^...:....?5:.../_5a- 

Exercise 140. 



.k',.Tl^....2eoA.3U,^.J.,..^.A>^25. 

^...=J..^^...r=.l.•■,.^.■■.....t::^ .yz=.x 






DISTINOUISUINCi VOWELS AMD OUTUNES. 12 

Exercise 141. 



r 



^..l.,^;.:r.A.:i..i\^..:rr:: 
....:t..:..^-w>^-:^....: il. 






^....l,..>-=,....<.,^..l...<;.!^>=v.X...:;^, 

,S-VT....k..l..>::J.....^....^...^l.^.,.^,,~l 



'-M- 



V-Tr^-_J 



.C...V ....>.-T\_,.^...ifl04.L.. 



a^„..a;^v:y:.,=«:^.^...\...:v^.^.:' 
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BTTSIiraaS CORBESPONDENCE. 
(1.1 

..<v....v^...3..jfev^.vj'-<r>,^. J::S.....^ 

-^■L^tl -^..y.^XS^-.sC^ 

■^■^ «^:.^..v,: :^^C 

^v^ -^,..A=-,^^:^,-Z...S? L:.. 



.i..J_.A.\^.., 



„J..i ^-./5^ ^^„^ 



...^-....^.....-^,.„<.^..546...^/\._.X^.." 



...^_'., 



-V 



l-x 



■V-- 



-^ 



(2J 

■ ^ •.^ & Li:...--../....=....v- ^ a, 

■d ;>r......>rV--- ' 
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=^....:XJ^.-— ^ ^ r..6i>^...k' 

(3.) 

.■-.-.>_6b,- ^....^...±l....SL..^.i::::..^ 

^-n-^:.-^.. 1.-4, k„:=5-y. X- 

>_,..^....iA.....q,.V.^ ^ .j,,^^^^^.;. 

"6..lL^,...nir..\.: ^....J?...K...^ 

X.-'^,J..~:?..25.^..,J./...| f.L..c.ri,., 

(4.) 
. .t...V,...^,._..gk:,,..^. ?^:..«d^.l..^.31. 

_^!v-4^V^--~^---.^ ^- 

■^■'••j c:^.......>^.-=s...,-^..lv■/..iv^ 

i.X..^k:r..J.....^l ..\:,j. ..L..J > ^JSxt. , 

I..K, , Google 
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-■^ f <^--^-..i/:=:^....i-:;-=..- 

^....k^....j<...4^.,.,'..U,...-„l.^..-Cl. 
■■^- 

.:rt^^L kC..370' • .--r: .. [^ ......r^v, ,,., ^. 

^„ji...r..543..-kC jxy-.j...^'::3.3.j._K- 

«^..J t;,...<...l.lC..A,..r±n-:>. ^...w.I, 

5<:....^...I...l^^...-^ -V;. 

(e.i 
^■■yy-f: -^"^^p^, ■■ ^> i^ ... -'V-vr' - ■ 

'il..rjv:..^-<i-:,^^^^v-,...kr_..i...~ :...j...i 

10 ,x^r.....v. , f:^.. .....y....k?......^^....)....^ 
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-y^-.. -^-^.^-fl-N-.L.2.500..l...;....>,..t^..A...v_sn"...^.. 

...fl......v..7i \^;....£....S^...,..^.J,^^^^ 

.-^..<..\_.<?_....j,..,.jo..^^....»-r.....:v...^ 
.-•X :;iC:....Lrf2.. _y^_ 

<7.) 

^ -N^-Xi— -Tkr -i; j^:.-Z:::...-^.^..-v 

„IL<.- ,v-> . r:!! ..."v^ . . _ , ?.. ^..- ^.- ^.. 

^...i..t>i^.,..:;^j..^-...i-..,^ 

o+t^-e- '? iv :^^» 

— K-X-...-^.-^...k,._^ /^.^ 

.^..-....^. j^.x....Ja....rv^..- ...... 4- 

Jr:^..i2,'.C-.;:?..,.!^ l..:..,^....^....k;. 

-v---^-'^ <j,.....^...r>_.,.:^ r2..-r^. 

..tro... 1.3^ .„_....S<:::l.-~ ...'.....t:?^.....?:..-)...; 

"^ -^^^ ^ ^ ^^ • ■ ' ■ ' -^Y \^- 



F COURSE IN SHOBTHAND. 



^.'^.-..,:..^..3„j. 



-i-::^-.--^- !v,-->— /" 



^ s. .^.,.3,...:= 

l^...i..it.Ac^.^.A..-.^, 
i..:>..r^..,......;^,..N.../..: 



(9.1 



.^..., 



-^ 



_M-. 






,\ 






■^■■ 



Qi..^.....l!^, ^,.«.„.,,:,jA..L^..1i2-^, 






..ZI. 



, 



::^^ 



.>- B5Q v:::»_ 



l^._•^-|.....t„.)Cs.„l-t^..:^o.;.5.8o\*:.:..s5^ 

—^- £3,950 -x^..>-. /T^.^><{J^.-;.*A^...:«- 

Google 
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(U.) 

I-...^--V lS9,..t^...:rfr..-.-Y--^-- '^ E.H._= 

•^ o..^_.,^Tr--f- ^— ^_. a-N...!i:^iJ^7r<r^....°....j» 

..^.,....l..U-)..A-i...!^<~--" =,...!,.. .-.-<^ 

V ^...-r-^.-'Y^. .,ry, 

(12-) 

(^I,.k...J_4,X,\/\,,,L...<r:..x..._,,^..k.; 

\S.....AlZy\...^. /^..:...>^„.,v:j 

^....^^i>_<^..^...Air..4...)..w....^,l.Vr 

(13.1 

_.:?!i....l^...-.c:j..,.':^ , yr',..^..::*....' .. 12.^ .« ..^..c 
..'. 1 „.^. J--i....t-"k:^...V..>^..Ji~^.~...Ar. 



...^...A^„vi.: 



_s...:s....i. 



..xU..j:.s 
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Exercise 189. 

^/,^,.._--^,.^. A;....:^._.^ 

— ■^-^ ^l-^-v=, 

.::±..._x„.>^..^„.ri....iV ,^..l.i,../L2i, 

Exercise 140. 

>,...^_i^....!-Z..l.:'^-v^."....t^ .^c=:_i 

..."«^.'.'...^-.j..-^.-«|...'.,...v^..:...':>V|..^..j/'. 
55......_...kf",....^...%^.^..;....-=?v,....?n:r...i^.=^ 

..^ .V~ ..:::y. .. 29 ..:?::1:<N!..::l.. jj>^....^ 

.-^_^»<U'::'- J -*&V. -f..2ol...v«o!.. 



VOWELS 

Exercise 141. 






_,.. 



:r:j fI_.......r:±...^.V 

.cr>...:YJ...^^.v....;?Lj: a.. 



-•>-v. 



-VI- 



.C....\. .)..?V_,.^.1904..L. 



...V^J..::^^ 
A^,-...:L;^.t.y:...,=:«^.^...\.\^.v:^.j. 
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.qs„.^....-e,,..y.,4i%.4A^.>.,4^, 
..:^....T= «*..rl.^....^^.L, ..:£::::i.- (C 

,rw^ rC!. , .:r^.,..!^3...2 J^....., .1.::^. 

t^. -?^ .....:^, ..^^^.. 546... *f^...\..^...i,.\ 
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=^..-■-6 J- .^....-:x C5i.*^..fe. 



(3.) 



■o-^ X^-^- I-Ij w^- ^■■ 

^U..i^.ei^S...^ ^ .^^. 

"5l.i,J-4tIr..\.i...^....i:'...ko..^ 

X rir,j.,~:?..25^..,j.,/...| r.k..r:..z^,,. 

-^-^^"^-"-"-^-^ :.../k../u 



-^- 



(4.) 






T" 



/-., 



s^-'s+.A »A..:^..s:?...w...^^..l..iBfeZ...^l 

^■i J- -:=l.......>^...r:S . ...ALvAi^. 

I .„Goi.)j^li: 
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^1 



-4 



z:. 



■^■J-v4 i- 



:^....k^....,..(.4_^...lU,_.-1.^....5SrL. 
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..^„-^J:..^^....*-^.1..2.500l,:.„.r^^„<^....^_^*-,•...^.. 



^.^y^,....^^..^.^ i^.Zl..^K.^.. 



..17^1»,...<^....-v..^^. 



>...^..;V.. 



sx. 






-V- 
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ADDITIONAL EXERCISES. 

(No, 1.) 
Deor-Sirs: 

We-fawe-duly to aeknawledge receipt of-your- . 
letter- (of)-^M(erda!/ enclosing claim from Messrs. 
Jones Brothers for S340, balance o/-aecount. 

We-cannot, in-any^way, agree vfith-Oie contentions 
y<m pal forwBxd, doubtless on-the inefrudions (tf~ 
your clients, thal-iDe-vier«-not justified in retusk^; 
fo-take delivery o/-(fte-remaiiider of4he goods out 
standing otiAh^ 19 — ■ Contract. We-have frequently 
written yovr clients, <m probably yowunUrkfuiw, stat- 
ing our inability to-take delivery owing to-our cus- 
tomers, in different parts qf-tke world, rejecting ship- 
ments on-account-o/ bad quality, andr^iot being to- 
sample, and-have further informed them tba^^ losses 
toe-Aow sustained, and-the allowances we-Aave-been 
compelled U> concede, by-reaaon-of-these rejections, 
are such tkai-we ahould^iave to-ms^e a considerable 
claim for damages and loss. Theae-vx-luaie-novi ascer- 
tained amount to S750. 

Hence, lie-regret, we-eannot accede to-your-request 
/(w-payment of-the balance said to-be due. 

YouTi-truly, [180 

(No. 2.) 
DearSk: 

/n-accordBnce-uitiA-tfe request contained in-youre 
of-the 9th-instant, we-haim forwarded per parcel-post 
samples of paper, envelopes, oruf other stationery, 
on/i-trust (Aot-yoK-wtH-be-ofcie-fti-make a selection 
suitable fo-your-requirements. 
137 
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We ask your cpecioj-attention to-o^r Manila .goods; 
they-are qf exceptional sirenfflA and value, thoroughly 
reliable iTi-allrreapecIa, ajut, considering their fine 
quality, th« prices are strictly moderate. Yoit-wiU- 
notic«-tAat upon each sample quotations are given 
for various quantities, but should you desire sta- 
, tionery of special size or design, not included among 
OUT Bamplee, u«-«Aalt-&e-pleased lo-quote prices ^- 
you-ioiU kindly send parHculaTB of -your vnshet. We 
aiao make a specialty of envelopes and picture post- 
cards for advertuoDg purposes, and-ti>e specimens 
we-havesent wiU give you an idea of-tke high standard 
of-ouT productions. 

We-ha«e every facility for urulertakii^ commercial 
and generai printing of oU-kinds, and^nioy a high 
reputation in-London for first-daaa work, and are 
prepared at anytime to-lorwaid an estimate sAouJd 
you »o desire, or if, a» we-u»derstand, your stationery 
is supplied under a yearly contract, t«e-sAatt-esteem 
it a favor if-we-may-he permitted fo-submit our tender 
for-ihe approval of-youT Directors. 

Please retain these samples for future reference. 
Assuring you of-our best endeavors io-gine everjf- 
misfadion. yourg-faithfully, [240 

(No. 3.) 
Deor-Sir: 

Kour-letter of -the lOth-inst. regarding-£fce errcff 
made by-the Roilway-Oo. in consigning your bag 
of icing BUgar on 29th October, is to hand, and-iw- 
are-wery-aorry if our letter t^peared lo be anything 
but eympathetic. We-have-^not received a receipt frorn- 
the Railway-Co., but-ther&ds-no-doaht whatever thai- 
it-was properly consigned as X.L. icing, and-tve shotM 
strongly advise you to-press your claim on-the Rail- 
way-Co. rAere-i**eally no mistake here over^4he 
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second consignment. If-we-have-not already expreeaed 
our regret for-lhe origmal bluader, please allow us 
to-do-ao now, for-we certainly feel muck annoyed 
about ii« Ytmn^ntly, [126 

(No. 4.) 
Dear-Sir: 

/ r^ret to eee-the contents of-your communi- 
cation of-tke 8th-instant relative (o-(A«-manner in- 
which our new gas stove has-been received up to- 
f^e-present in Baltimore OTid district, aiid-thajik- 
you for drawing my-attention to-the-m&tter. Your 
euggesiion oe-to o reduction in-/Ae-price wiK-6e-con- 
aidered iwrnedialely, and yoiir^U, 7-hope, soon iie 
given figures «iAtcA-«jiM-enable-ycu to compete more 
successfully viithrihe representalive mentioned, if, as-is 
stated by-gou, ti-w-only the matter o/-coBt tvkieh 
keeps buyen back. 

The various orders you sent vHth j/our-Ietter are 
being put in-hand imtnediately, 

yours-faJthtuUy, [117 



(No. 5.) 

Replyii^ to^ow inquiry o/-the 6th-inst.; and- 
aeeording-lo information obtained from housee ac- 
customed to-deal vnth him, we learn that-lhe gentle- 
man referred to haa ceased to-be aa punctual a» for- 
merly in meeting his engagements. 

ffe-is, we-are^nf armed, an intelligent and energetic 
man of business, biU-has recently joined in several 
MTOtertakings of a very specufative nature ivhich-have 
proved anything but remunerative. He-is, in-short, 
reputed to-be oc«rfniding hia means with unjustifiable 
audacity. 
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In-your-caoe we should take energetic measures 
JoT-the recovery of-your debt, before a craah cornea, 
or-jou-may-find Ihat ctAert haoe-been beforehand mth 
you. • 

We-think-it-ia quile poedbte Ihot your debtor's rela- 
tives may come lo-his aid and avert a diaaster. 

The ir^fo^matwn here afforded is, o/-courBe, to-be 
regarded at strictly private and withtnii prej-udioe 
Uhthe ■firm or-tiie wriler. yourj-faithfuUy, [l60 

(No. 6.) 
Dear^ii: 

I-am^n-reiewpt-of-ymtr-lsvor of Sth-inst. re Es- 
tate at Newport, for-wkich /-am-obliged. I-axn- 
afraid thai nothing cartrbe-done until the new roads 
are completed. I-haveseeTi-the contractors, and-4hey 
i^fonrt-me that, owing lo-lhe recent lains, the work 
mU-not^ completed before-fA« summer, and-then- 
the buildings ymt have decided upon ctm-be laider- 
taken. Itteoidd-he extremely inconvenient if'Otey- 
were begun wkiie-the road making was in progress. 
Moet of-the plots on-the estate have-been sold, and-os 
yaurunllsee by-the enclosed schedule •they-have reaUzed 
pery-good-pricea, In^most instances the purchasers 
have paid the required 15 per-cent. on allotment, 
the balanee to-be paid yearly with interetl, and-in- 
some-cases the full amount of-the purchase money 
has-been paid. 

your^^raly, [153 

(No. 7.) 
Dear-Sir: 

Some-time-<ij70 / addressed a letter lo-yow- 
place of business regarding a bill of $280, which-it 
due to-tke Elite Printii^-Ck>mpany. My collector 
informs me thai your office at 240 Main Street hat- 
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been closed for over a month. 7n-order-iAa£-yo« ghali- 
mrf-be-aiie-to-claim thal-you did^nol receive due and 
eettsonable notice, I-hcve instructed that-this he served 
(TO-you personally. I-shaU wait three-days before 
taking l^al-proceedings to enforce payment. 

Yaia-&-tra\y, [97 



(No. 8.) 
Genttemen: 

yirar-favor of-the 7th-iJiBi. ie received in-r^ard- 
to a certain cash register arid glass case removed from 
No, 43 East 3l8t Street which-you claim as yaitr prop- 
erty. /?i-reply uwiW-say that if-you-can give me 
proof <t/'-fAe fact that-the cash register and-lhe glass case 
loAicA-were removed from said premises belong to-you 
or Ihairyoti-are entitled U>4he possession o/-same, I 
wouH-fte-pleased to see thatAhey-are returned to-you. 
//-convenient you-may-have one-of-^mir Tepreserttatives 
caU ai-my office any afternoon except Saturday xnHh 
proofs of ownership, etc., and-iftia-inatter wiU-be 
properly disposed of vnthimt any-Curther delay. 
Hoping same is satisfactory, /-am 

YouTB-very-lruly, [134 

(No. 9.) 
Gejilkmen: 

your-letter o/-iAe llth-iiwtoni received and toos 
submitted lo-my directors to-day. Before deciding, 
ihey-wiU require ttwre particulaTS regarding-(Ae prop- 
erty, showing-iAe exact location and a detailed vol- 
wUi<m. If-they-made a loan of'this-kind they-vonld 
certainly require repayments on^he principal regutaHy 
in-order-lo reduce-the loan and iieep-the margin main- 
tained provided there-should-be a decline in-lhe value 
of~the property. Youn-truly, [75 
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(No. 10.) 
J>ear-Sir: 

TFe-are-in-receipt-<i/-y(mr-favor o}4he 17th-tn- 

■elaat, ioquiring what our raUe wouid'be on a bond 
■of (5,000 tn-coimection-with funu3luiig-tA« supplies 
lt>4he Board-o/-Education. Our rate for becoming 
aurety on-such a bood woiiid-be %5 on-lhe bid. Infis- 
nkucb-aa-the Board-o/'-Educatioii requires two sureties 
to justify on contract bonds our charge /or-euch con- 
tract bond vxndd-im one per-cent. 

Hoping thaiAhme rates may meet wiCi your prompt 
approval, u'e-ore Very-truly-^oura, [90 

(No. 11.) 
Dear-Sir; 

Replying to-ymir-favor of-0\e lOth-tneion/, uie- 
enclose descriptive circular o/-tJie equalizing springs 
/or automobiles, costing 850 per set of four springs 
wiOi aU necessary attachments. 

TFe-oiaim tkk device (o-i>e-/Ae cheapest, amplest, 
and most durable shock absorber <m-the market, ab- 
solutely preventing bumping and tossing witlumt de- 
stroying-(fce resiliency gf-the springs. IlrteiU give ua 
■pleamtTe to-etnd-you references. 
Hoping (i>receive ^our valued order, we remain 

Yours-very-reipeetfvUj/, [80 

(No. 12.) 
i>eor-Sirl 

.d WAe-close of-the old year we addreaa you with-- 
the sincerest uiahes for-the nev-year, and b^ to-pre- 
sent /or-vour-consideration tA< enclosed-list of-manii- 
facturers who-wiil offer for-your irtspection samples 
of-their spring lines at our fourteenth exposition. Each 
of-these factories has /or-some weeks been ei^^ed in-the- 
preparation o/-goodB that give promise of excelling pre- 
vious efforts in-each instance. 
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rftis immense addition to-the regular attractiveness 
(iC New-York aa a market, tmU, we-truat, suffice to 
assure a visit from-you duritig-the progress of-mtr 
Furniture Exposition, wkuA-wiU-be open from January 
10 to 28, both inclusive. A great exhibition ie prom- 
ised. RespectfuU;/ yours, [120 

(No. 13.) 
Dear-Sir; 

yowr-letter of-the 30th ultimo is received and 
carefully noted. We-kad very strict orders from-the 
Syndicate by cable a few-daya-ago not to-aell ai a dis- 
count to any manvjaduref of potash salts who had 
purchased goods from-the outside mine; but, very 
confidentially, tce-Aoue-since brought ahoitt an exi«a^ 
ment by-which-^we-aTe quite certain thM-'weshfiU-he- 
able-lo protect you so-dhat-you-ivill gfit-the discount. 

Please state quantities of-each kind o/-aftlt for- 
vihich-you -would like to contract for-the-eom,in% five 
years. Yours-truXy, [100 

(No. 14.) 
Dear-Sir: 

Answering your card in^wkieh-you request (AaJ- 
1M send-i/ou a catalogue and-all-other informMion 
regarding our gas, electric, and combination fixtures, 
we moat respectfully ask thal-you call at our salearooma 
located at 88-92 West Euclid Avenue, where u^e- 
ahall-be-pleased to show yovr-the finest line of fixtures 
. carried by any wholesale house tn-iAis-city. 

We-have-several catalogues tkat-^we furnish lo-ihe 
plumbii^ and electrical-tradeB outside of-tkis-city, but- 
we hardly think these-ivould-be of any asaiatatice to-yau. 

Thanking you for-lhe inquiry, and hoping (o-6e-favored 
with a call frtymryou at-ihe earUest possible date, we-beg 
fo-remain Yours^espet^ully, [120 
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(No. 15.) 
Deor-Sir; 

We with lo-cait your »pecta2-&ttention lo-the strong 
oful dignified charaeter of-the "Success" offers lo-the 
piMic for-the season of 1914. You-mllSad associated 
with-us iti-tkese offers the leading magazines of-(h€~ 
country — alviosl wUhoid exception — and when-^we tell- 
you, t»i-addition, (/iol-i«e receive each week thouaanda 
of itidividual orders for magazines, aggregating from 
$5 to S25 in value, j/ou-wiK - better understand-(ft« 
combined inleUigence and purchasing power of-our 
readers. Letr^as he&r fTom-j/oa. Yours-truly, (90 

(No. 16.) 
Dear-Sir: 

/-find that /-need iii-connection-iOT(A-iAe iavesti- 
gatum that I-am making of-the movement of-<nir fast 
freight-trains some detailed it^ormation. in-regard-to 
card waybills and freight tonnage. / attach blanks 
mhich show the informaiion I should like to-have in- 
this connection, and-I should-be-glad~to-haBe them filled 
for-each of-your diviaions ajui-senl to-me oi-your-eei- 
liest-convenience. Also, if-you ham any further 
suggestions to-make in-regard-to-!Ae better despatch 
of freight both in and through yards, I-ahallrbe-glad 
if-you-wM advise me of-it in-some detail. 

Yours-very-tnAy, [110 

(No. 17.) 
Gentlemen: 

Please pardon our seemii^ persistency in^^ard- 
to your nomination for our agency for Pure Gold 
Baking Powder, bid-we-are very-much interested in making 
a success of-thts method of introducing thie well-known 
article, and-we-lielsure that-U-wUl-Juive^lite best-atten- 
tion inryaur care. 
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We-tniBb the misunderstanding regafdii^ discount 
tftU-not interfere vntk your favorable decision; and 
you Aooe our assurance UuU, in placing-fie bufiiness 
before-J/ou on-the basis proposed, we-have practically 
contributed, owr manvfactuTin^ profit to advertiMng 
account. 

TTe-enclose-herewith a form o/-propoBed contract 
/(w-yow-consideratjon. Yours-very-lrvXy, [105 

(No. 18.) 
GenifcmCTi: 

A few-months-oifo we purchased a set o/-your 
"Loose-Leaf Encyclopedia," omi-iw-Aowe used U in- 
our office idA a great-deai of salisf actum. We-have 
found it accurate and up to date. The loose-leaf plan 
M, witiund exception, Ike best under-which an, encyclo- 
pedia can-be published and-rtof tiecome old by-the time 
it-is completed. Again, your editorial board, w}deh4s 
tU4he service of-youT HubscrU>ers, we-consider a most 
excellent feature of-your work. 

We-have often thought thai some such plan as you 
have devised wowM-fe adopted; and-we-are-^much- 
pleased that-the-woik ha»-been brought out aruldn so 
complete a form. Yours-very-lruly, [120 

(No. 19.) 
DearSii: 

Jt-ts over a year since tM-received-<ftc request 
fTom-you for information about thii institution and 
H-ia-&lso some-time Bia<x-tve-have<aUed ^our-attention 
(o-iAis-bank. Hoping thal-you-may still be interested 
in financial matters, ive ask thai-you examine carefully 
the two encloaurea. 

We strongly advise this form of investment for idle 
funds becauae-of-it!! safety, convenience, and-the per- 
manency of-lhe income. 
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We-ted-miTt &t fimmaal-Kl^lEmait t^-tKe company 
will imprees you favorably, ond-uc-coU ymtr-atteatioa 
etpedaUjf lo-our repreienUitive board-tt/'-directorB. A 
reply unU-de-estecmed. Yow»^v»peelfuUy, [106 

(Xo. 20.) 
DearSii: 

We-are encloeiDB a Statement-ef-Bccfnint and 
unik to ask as a special favor Ihal-yoa aaiA us a 
remittance noi-later-than-ZAe 12th instant, We-have 
tmuauoUy heavy obligations maturing on~Oie 15th (if- 
tAu-montb. and-though-the amount due from-yoii W' 
not large it-urill-be a decided help la-us al-tkis-time. 
IFe-find it necessary fo-round up every available doltar. 
Kindly advise if-we^may depend upon you for-(hia 
amount <ti.-lhis-taatt. 

In looking oaer ytntr-account for-Ihe past few-months 
it occurs Ui-iis Ihat-ice-haiie-nol-been getting our fair 
share of 'your business. If-thU-has-be^n due to any 
failure or negligence onwiur-part, u«-bope-^ou-?riU under- 
take to show ue the error of-our tcays. 

Yoars-truly, ' [140 

(No. 21.) 
I>eor-Madarai 

/n-response fo-i/our-requeat vie-tak^jieasure in 
sending-^ou our Style-Book, showing-<Ae newest styles' 
in spring and summer shoes. 

Tkere-aresoTae decided changes Jrom-lhe models 
of-hst-year, tw yirur^U^see when you tiim-(Ae pages 
ofAhe book ond look at4he illustrations. Vamps ore 
cut lower, tongues are more pointed, and-the shoes 
this season kaiie a graceful, tailored look fAa/-makee 
thsm very attractive. 

Kindly caU onAhe dealers whose names u« give below 
and ask to aee-lke Model Shoe. Have it tried on, walk 
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in-i<, fee] how easy and comfortable tf-u. B^id the 
sole Toith your foot. Notice how correct the shoe is in 
style — then buy U. Once ytm wear our shoe ytm-wM 
want it ever afterwards. 

// wur dealers amnot fit you, kaim-lhem order your 
size from-tu. Yours-lTviy, [150 

(No. 22.) 
DcfW-Sirs: 

Referring-to-yo«r-letter o/-(Ae 17th, tce-heg to 
say UJe-fiowe-just-received word from-the B. Creelman 
Wire-Co. in-reference-to black wire cloth and beg-io- 
quote /rom-fteir-letter as-foUowa: "IVe ehould^not 
like fo-promiae j/ou ony tped/il date for-the shipment 
of -this, imt u'ouW-aay in five-or-six weeks. As we 
mentioned before, the paintii^ of-lhia black cloth is 



The manvfactuTers are very buay oZ-preeent on green 
wire cloth arxd-they-do^not WMit fet-run black cloth 
as-i^^uMl wpset them considerably in-the factory. We- 
presume tAey-would-n<rf-6e-a6(e-to get this cloth oxU 
Jot nine weeks, ond-no-doubt (Ai«-would-6e foo-late 
/or Messrs. Bartlet ■£ Seagram. 

yours-uery-(ruly, [140 

(No. 23,) 
Deor-SiiB; 

We-take-pieoaure in coifing your-attention to-the 
eDclosed-statement showing our steady growth. 

Our location is convenient, having become-lhe center 
of-lhe bankii^ district of Chicago. 

Being a strictly commercial bank, iniiestTnenis are 
made in securitiea that are quickly convertible. 

Our officera guarantee the personal courtesy and 
consideration tvwhich every customer is justly 
entitled. 
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Consequently the increase tn-our depoeita U due 

largely lo-lhe-good words /Tom our patrons, loAtcA-we 
aiwaya sincerely appreciate. 

In seeking new customers we invite an interview or 
correspondence, feeing prepared to-extend every facility 
consistent with a -wtSi-organixed bank. 

Very-lnAy, [105 

(No. 24.) 
Genflemen.' 

/n-reply-to-your-favor dated 15th-inaCan( relative 
to insuring machines on exhibition aMhe Automobile 
Show, u«-beg to say iAa/-i(-Aaa aliaaye-been our policy 
Tiot to insure care used for exhibition at automobile 
^owB, and'Vie should prefer nol being eaUed^ujion la 
deviate from that course. However, if-you-ahould find 
that conditions in-j/our-city, itinso-inr-as-the automo- 
bile business is concerned, would demand yovr cover- 
ing these risks so-as-to put you inAhe position to con- 
trol a considerable quantity qf-tkis business in-lite 
future, v)e4hink-^-nu^t be good policy to-make an 
exception. 

We-shaU leave t?ii«-ma,tter to^your discretion and-if, 
after ^ng ths same careful thought, you^houid find 
it necessary fo-cover the risks tn-question we should expect 
you to charge the itort-rate on-lhe building. 

Yours-truly, [ISO 
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THE GRAMMALOGS AND CONTRACTIONS. 

Arranged in the order in which they are given in the 
]»-eceding pages. 

LBasoN 1. a or an, ■ the, all \ too or 

two, *!... of, ^ to, owe or .Oh! i he, on, 

r but. 

LEasoN 2. awe or ought, ' who, (.up) 

and, » (wp) should, .\. happy, \ up, _.\j. put, 

^_. t>yi bye, buy, \ be, ,.>^ to be, ._! at, I it, 

_.|_ out. 

Lbbson 3. ..J had, | do, _J_. different-ee, 

_/_ much, / which, ...^^ each, /_ large, can, 

come, go or ago, ^ give-u. 

Lbsbon 4. ..W. halt, V_ if, V_ have, .J._. thauk-ed, 
( think, „^.. youth, — '._. though, _L_ them or they. 

Lesbon 5. . I or eye, a how, why, ._*... ay 

(yes), beyond, " you, with, t when, 

.~_ what, ' would, ,J_. aaw, ) so or ub, — )_ see, ) was, 
„A.. whose, — ' shall, —^L wish, -J usual-Iy. 

LaasoN 6. a^ or has, o is or his, because, 

_L_ itself, ^ those, (, this, _^ these or thus, 

me or my, ^-^ him or may, J^ myself, '-^ him- 

8elf, ^ aie, ..^- our w hour. 

Lesson 7. s first, .C?.. most, .-^ must, 
..^.. influence, ^... influenced, -j' next, .^.. in or 
any, ■^^ no or know, _,_^ own, t suggest-ed. 
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Lesson 8. ..?... as his, O is aa, ^ this ia or 
tfaemeelvee, _J}.. ourselves, x epecial-ly, .3;^. speak, 

^ several, e"^ yes, .,/» high, a^ house, '^ we, way, 
language or owing, thii^, _^ y""" g , - any- 
thing, WW' nothing, (T-s^ something, .IZl. or; ~\ your, 
-'!::\_ year. 
Lesson 9. JS„ apply. -S,^- people, ..\_ by aU, 

S. able, ..s^j.. behet or believe-d, JL at all, T tdl, 

till, I deliver-ed-y, ..1m call, =_ equal-ly, 

doctor. Dr., I dear, ..!_.. during, ..i... doUar-s, 

^ for, ..Si_ over, v. ever-y, ,5s-.. valuation, jQ^_ evil, 

\ other, .__,. more or remark-ed, '^ rem&rkable-y, 

<r^ mere or Mr., "tT.. nor, *_- near, ^ initial- 
ed-ly, ^ from, ..r^. very, „^™. however, -2.. they 
are, ) their or there, _.^ through or threw, — +- there- 
fore, ..^_ principle or principal-ly, .^^..bberty, N mem- 
ber or remember-ed, .^_ number-ed. 

Lesson 10. 1 strength, ...J... try, 1 truth, 
.„!|— true, / chair, ._^... cheer, .../. larger, 7 journal,. 

.^... children, ../., largely, =— care, __^ sure, 

^ pleasure, _!^_ surprise, ..t^.. surprised. 

Lesson 11. A . happen, ^ upon, \ been, 
...J... had been, J done, ..J... down, ,/ general-ly, 
Jb5- often, Vs Phonography, Vs^ phonographer, 
Vj— phonographic, ^ have been, ^^ within, 
..£.,. southern, northern. 

' ...Google 



QKAMMALOOB AND CONTBACTIONB. 151 

Lgbson 12. IlS_ approve, j!^.. behalf, N* above, 
_|_ out of, _Jl- advantage, „|p, diiBcult, ..[_^. ,'^- 
eulty, "i which have, / suggestion, t su^eetive, 
a'" one, vj opinion, .!^. altogether, ■ — togfether, 
a-' insurance, 

IiBsaoN 13. *— 1 architect-ure-al, neglect-ed, 

'I prospect, ^ object-ed,' \ subjected, \ ex- 
pect-ed, ^ unexpected-ly, /n respected, 

J BUflpect-ed, "~^ inspect'^i-tion. 

Lesson 14. ."^TL signify-ied-ficant, .^_ signifi- 
cance, .^,. signification, !!:^ insignificant, ^:^ insig- 
nificance. S— subscribe-d, V^ subscription, 
. S. balance, „!b.. balances, .3.. balanced, J deliver- 
ance, / knowledge, V acknowlei^. 

Lesson 15, ^ will, ^ ,. while, .^^ impor- 
tAnt-ce, ^^ improve-d-ment, ,;!3. impoaaible, .-^ im- 
proves-ments, c^ whether, ^^\ unqueetionable-y, 
■n yesterday, O January, ^^ February, 
^A^ November, ■^ United States, 

Lesson 16. ^v^ perspective, ^v prospective, 

I productive, i» obstructive, ^ objective, 
^ subjective, J destructive, y^ respective, 
iy^ iirespective, ^^1 retrospective, -^ respec- 
tively, U^ defective, . ?„.?.. executive. 

Lesson 17. ^ abstraction, *% obstruction, 
^ subjection, > objection, "j destruction, 
/*"' uniform-ity-ly, d'""'^ unanimity-ous, ^V Revd., 
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/^ regular, ^^ irregular, ^v public-ah-ed, \v pub- 
liortion, /^V republic, /"N^ republican, /^^— repug- 
nwit-ce, /\ represent-ed, /"^ representation, 
/\, representative, J\ responsible-ity, ~V .irrespon- 
sible-ity. 

Lesson 18. _ quite, — could, accord-ii^ 

accordii^. to, or cart, =- cared, guard, =- great, 

called, e_ cold w equalled, c gold, _fl. cannot, 

_^_ gentleman, j gentlemen, ._^ ht^pened, 
..!!_ particular, ^ opportunity, „,^_ child, not. 

Lesson 19. --^— build-ii^ ot able to, T told or 
till it, .J,_ tried, "l toward or trade, J did not, 
...?.... had not or do not, _..'_ chaired, 7 cheered, 

V if it, ..i_. that, < without, ^ third, sent, 

o^ somewhat, ..<... short, .™. met, r~ meeting. 

Lesson 20. *\ spirit, -.^a— may nbt, hand, 

w under, .„™ yard, "> word, <.^ wonderful-ly. 

Lesson 21. ■— schcwl, *. schooled, com- 
mercial, V.-' financial, 1 especial-ly, ^r:^ influen- 
tial, ."^I^T^ril uninfluential, % substanUal-ly, 
""^ unsubstantial-ly, J controversy-sia], J cir- 
cumstance, C^ circumstantial, '--^ immediate, 
/~-f/' immediately, *S prejudiced-cial. 

Lesson 22. ^ passenger, k dai^er, I dangerous, 

\ strai^r, * messenger, J ^^J ^ man- 

uscript, i^v transcribe, it^ transcript, J— v, tran- 
scription, ^ transfer, nj understand, '^ understood, 
..^_. whenever, \w whatever. 
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Lebson 23. ^ better than, r^ rather than, 
^^ rather or writer, "VV. perfonn-ed, \/*«£^ per- 
fornm, ^^Ve perfonns-ftnce, /^ retorm-ed, 
/\e-^ retonoer, ''^--~. reformation, ^^ inform-ed, 
*~Ve-, informer, ,™. information, ..L_ thaokful, 
.S—. thanltagiving, "Nj^ proficient-cy-ly, W deficient- 
cy-ly, ^^ — ^ effioient-cy-ly, ^'^'^ — ^ inefficientniy-Iy, 
V — ' HuflScient-cy-ly, ^"^^ — ^ insufficient-cy-ly, 

Tr observation, °V^ preservation, C— electric, 
(-,;_ electrical, ^ electricity, T- inconaiderate, 

^ aelfish-neaa, "^ unselfiah-neaa. 
Lesson 24. ^^ never, "^ nevertheless, T not- 
withstandii^ .IX,, enlarge, J^ enlarged, >i prob- 
able-ly-ility, \ — practice or practiseni, ^t^ practic- 
able, Nj imperfect-ion, h aatisfaetion, V" satia- 
factory, T^ uneatiafactory. 

Lesson 25 mistake, mistaken, 

l-^— domestic, .^. character, — characteriBtic, 

I— description, / justification, 4 generalizalion, 
~\^ oi^anize-d, ^V^ organization, ~\^ extinguish-ed, 

0-' d^tinguiah-ed, 'O relinquish-ed, ^ covenant, 

^\- govem-ed, n»- government, magnetic-iam, 

ITT^. captain, \ capable, "^ \ incapable, J^.. ap- 
pointment, JL, disappointment, U attainment or 
atonement, \r, entertainment, U contentment, 

1,/^ indipiant-ation, -^ resignation, ,*^. antagonist- 
ic-4sm, ?IZ. insoribe-d, „fz„ inscription, \ instructive, 

I) instruction. 
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Lesson 26. i discharge-d^ 1 displeasure, 
J-^ diaaimilar, ~% expenditure, \ eitpensive, 

1.^ extraordinary, li extravagtoit-oe, '"^^A_ manu- 
facture-d, ^-^ manufacturer, "7 intelligent, 

J intelUgence, ^ intell^ble, J advertiHO-d-ment, 
.^. individual, ^ investment, T interest, 

"f interested, ^\ uninteresting, kf disintereat^d- 
ness, "s — applioable-ility, .)=C astonish-ed-ment, 
»\^ certificate, Ly contingency. 

Lesson 27. Uk demonstrate, ~^-^ remonstrate, 
^\ ministry, v.^^ familiar-ity, ^^^^ preliminary, 

^•i— singular, *% indispenaable-ly, "i-x indescribable, 
T,— '^ indiscriminate, '^v eenaible-Iy-ility, \ pe- 

«uliar-ity, "V^ perpendicular, \^ proportion-ed, 
\^ proportionate-ly, 1 establish-ed-ment. 
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The following 
which appear ia 
abandonment 
abstraction . 
abstractive 
acknowledge 
acknowledged 
acknowledgment 
administrate 
administration 
admimatrative 
adminisUator 
administratrix 
advertise-d-ment . 
agriculture-al 
altogether 
amalgamate 
amalgamatioa 
antagonist- ic- 
anything [ism . 
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appointment 
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arbitrary 
aj-bitrate 
arbitration 
arbitrator 
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LIST OF FHRASEOGBAMS. 

the ordinary type 



Ifot including the Phrtaet indicated 
given inpr 

v"" additional coet 
v"^ additional expense 
j»j-^. and if you eiiould be 

V' and the contrary 
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—A— _Jjow can they 

,.„iL.. I eta content 
Lf I am directed to state 
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^^ I hope you will not 
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,.r:CLl regret 
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.^:^. in consequence 
.!^„ in regard to 
in relation to 
T^ in reply 

, V^v ln reply to yom ntenni^ 



■f 



FHRASEOORAMS . 

.TT-^in reply to yonr favor 

^'Sj in the first plaoo 

.--lii.. jn this city 

J., in whicL it is 

~:p.. it la aaid 

— *-- it is the 
JKnu^-itmustbo 

■^- it would bo 
■A^^Jonea Publishing Co 

XtT; Journal oi Commerc* 

^ just possible 

r^ jnsfc received 
•trrT^Knoi & Co. 
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.L^~>.iaat time 
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-•^4-. medical authoritiea 
1-^ Monday morning 
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1/ on the contrary 
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..^ Pennaylvajiia R.E. 
...Vjt... Pitman's Journal 
-.K^.. — please forward 
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■-'V—-- please let me know 
-^- please let us know 

Sy jg-y. please make accaagemeatl 

^xs;- please note 
.V— please quote ua 
--^^..political party 

-^ referring to jour &tot 

-T referring to jonrs 

-'^-^^■reapeotfully yours 

J^ MtIsfM:(oi7 cODclumon 

^ shall be taken into 
^ consideration 

..-JL. shipping department 

..i... side by side 

.Cp^- South Carolina R.B. 

1—9 Iske'n into cooaiiletatioa 

Jb.. this is 
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k_ this week 
-w_togo 
.v:^ to him 

—> to the oontcary 

...L Tuesday aftemooa 
~^- under the drcnmetancea 

vj3 United States 

.7!^^TTP unsatiflfactory coDclusiDi] 
y— , veiy truly yours 
_[?. -wBgcoi department 
f'^'^tewe are in a poaition 
t,-^ we are eony 
*^--''Wedneadfly erenin? 

-X.~ wluit do yon 

^ when the 
_r_ when they 
Jiir^.what may be 
_..l., why do you 
_S.ji.. why have yon 
..^. with each 
U,.., with much 
^\o with reference to 
•^ with reijard to 



IN 8EORTHAND. 

'^ with relation to 

t^^ with respect to 

-1... with the 

_/— with which 

^ll-j yesterday alt«nu>oii 









,.n-Tv_ you may 
.rKr^.,you may as wdl 
.(v^Ti^-.you may he 
~r. you may not 
■>o^^N;.. you must receiTQ 
..r^...you should be 
iL^ you were not 
JZ.. yon will 
.rf^.you willbe 
ri^^you will comply 
rf* you will not 
>^ your esteemed favor 
\ your favor 
^.^ your reply 
3:5i. yours reepectfuUf 
Y" yome truly 



.ogle 



FIFTY PEINCIPAL CITIES AEEANGED 
ACCORDING TO POPULATION. 
New York j— ^_ 
Chicago (111.) .Mr:. 
PhUadelphia (Pa.) iL^ 
St. Louis (Mo.) ..^-.. 
Boston (Mass.) ^... 
Baltimore (Md.) . \d 
Clereland (Ohio) ^1::^^. 
Buflalo (N.T.) ^\-^ 



San Pranoisco (Cal.) 
Cincinnati (Ohio) J_l.. 
Pitteburg (Pa.) \^:r. 
New Orleans (La,)..>-.__T:V? 
Detroit (Mich.) ._!)_ 
Milwaukee (Wis.) .r^,/::^Zi. 
Washington (D.C.)..<^ 
Newark (N.J.) ^rnrr^^ 
Jersey City (N.J.) -1^~~\~ 
LouiBvillB(Ky.)-A-- 

BKnneapolia (Minn.) ^.. 

Providence (R.I.)..N,. 
Indianapolis (Ind.) .-TTiliC- 
Eansas City (Mo.) _7j.„ 
St. Paul (Minn.) ,'!:Vr„ 
Rochester (N.T.) ^. 
Denver (Colo.) ....Ls:\. 



Toledo (Ohio) .)C\-_ 
Allegheny (Pa.) .^_ 
Columbus (Ohio) _S— 
Worcester (Mass.) ..^. 
Syraousa (N.Y.) -5^ 
New Haven XComi.) .."r\^ 
Patfirson (N.J.) _^^. 
Fall River (Mass.) -^-_^. 
St. Joseph (Mo.) -^- 
Omaha(Neb.)_!]L 
Los Angeles (Cai.) ,C.^^ 
Memphis (Tenn.) 2^ 
Scranton (Pa.) .!rri1.. 
Lowell (Mass.) _i<C 
Albany (N.Y.) CS^_ 

Cambridge (Mass.) -^ 

Portland (Ore.) ^iZ 
Atlanta (Qa.) .IC:;:! 
Grand Rapids (Mich.).5?:2l 
Dayton (Ohio) -J- 
Riohmond (Vs.) ,yA^ 
HashTille (Tenn.) j^ 
Seattle (Wash.) JL 
Hartford (Conn.) .V_ 
Reading (Pa.) .A^..- 

^.ooglc 
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CONTRACTIONS FOR NAMES OF STATES 
AND TERRITORIES. 

OfflaaayaaapUd Ini tilt UntUd aiata PtutOfictDepartnuat. 



Alaska r°i" 
Ariz. ..?!V^.. 
Ark. r>::^^. 

0.2. IT) 
Colo. .fzrd... 

D.C. -f- or 

Ga. -/-■ 

Guam, ^r:!;^ 

Hawaii -C* 
laaho .V_ 
111- ^ 
Ind. rX ■ 
Iowa ^... 
Kana. _!::£_ 
Ky. _3^_ 
La. ..^. 




^~yt. 




r. h; Google 
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THE PHONOGRAPHIC ALPHABET. 






CONSONANTS. 




tH 


P \ « 


inrop^ 


'/ F 


V oifssa/i, 


bu 


B \ 


, roie 


vei V 


^ ..^ 


tet 


T 1 


. fate 


ith TH 


( „ wrea/4 


du 


D 1 


, faie 


thtt TH 


C .. wrealAe 


ck<^ 


CH / 


, rfoke 


M 5 


)" „ his* 


i»y 


J / 


. tolie 


K< Z 


) ..hi. 


hay 


K 


leeft 


isi SH 


J ,. vincua 


gay 


G _ 


, league 


thuZn 


J ■ .. virion 


tm 


M ^ 


seem 


,1 L 


r («X) « <■» pa/I 


M 


N -^ 


5ee« 


af R 


"^ a-) .. ^. 


«lg 


NG w 


. s% 


ray R 


^(..X) ,. r2i^ 


way 
yay 


W ^ 
Y «< 


:ZI-1h^S •-'- 






vow 


ELS. 





ij in \ SbA, \ iajr, N, bet. 
C 'flfi ''^ foul. < foo. 



3« 3 . - 

in Calais, r'ltss, ^lisf, 

V iujs, ^ bus, \i' puis. 



DIPHTHONGS. 



Sign V 
Sound t 



\ pit, ^ St>«¥*. 



\oo<^\^ 
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] 1 !/.«*. 


«.».. 1 ».wi. I'E'/I i!.;/im,.^ 


P 


\ 


pi \ 


pr^ 


pn \ ipf 


\» pt \ 


B 


\ 


M \ 


brX 


bii \ |m 


V» bd s 


T 




11 r 


tt 1 


to J jtt 


I u 1 


D 


1 


di f 


dr 1 


dn J . at 


1 dd r 


CH 


/ 


chl / 


chr 1 


chn y ' chf 


/ cM / 


J 


/ 


ji r 


ir 7 


jn y Jt 


/ jd / 


K 


_ 


ki ^ 


kr =- 


kn ^ l« 


^ kt _ 


G 







gr e— 


ir» ^ iCf 


^ Si - 


r 


^ 


a t-^ 


ft ^'^ 


In V^ . , 


. n V. 


T 


^ 


Tl Cl'^ 


vr t.'> 


™V. .. 


. vd V, 


TR 


( 


<H P) 


<»r CI 


Ma C , . 


. lit ( 


TH 


< 


aa O 


ar O 


thnC . . 


. thd ( 


3,Z 
SH 


J 








. stlzd) 
. At J 


•'''.^?.. 


.i.rX'^ 










d=-n.up 




ZH 


J 




zhr ^ 


zlin^ 


. Aij 


U 


^ 


ml c-- 


mr^ 


mn ^-3 


. IS: 


N 


•^ 


nl c^ 


»r =^ 


„ ^ . . 


■ IS:; 


NG 


"-^ 




«S^^ 


ngn^ . . 




L 


r 







^cc ■■ 


' uVd.™ 


B 






m"^ rf 


^ i-t ^ 


B 


S' 


' ' ™ ^ 


■ 5 ^ 


T 


^ 






,11 ^ jyf 
hn a-^ Uf 






H 


V 






^ ht ^ 








° ' ^ 1 


KV 


r GW WL 


WSli LR ER MP 07- MB WH 


^ c r»p 


(T np /^ dnwo > dawD ^ C^ 



INDEX. 

The fiaurea refer U> the paragr'^pl^- 
page is merU-iimed, 
Additional Exercises 
-Ality. -iliiy, -aTUy, etc. 
Alternative forma for;!, /r. etc. .. . 
Arra7ige-d-me7it eipressed by interaectioo 
AHpirate, The; upward and downward H 
' " " added to id 

' " dot h 

tick k 



except where the 



AiilhorUy 

B added to m 

Bank eipreaaed by interaection . . 

Buainesfi Correspondence in Shorthand 

Capitals 

Ch and H — how distinguished 

Circle 8 and z 

" e added to nhv.n hook 
" a used instead of el loop in phraaes 
Circles and loops prefixed to initial hooks 
" " B added U> final hooks 

" »io and aa . . 
" s, BUJ, and as in phn 
Cities, Fifty principal 
Company eipressed by ' 
Compound words 
Con-, com-, cog-, cum-, Pcefiies 
" Prefix, omitted in phrase 
Consonants . . 

" Joining of 

■ Half-length . . 

" Double-length 

" Double 

" " Names of 

" " Vocaliaation ol 

" Compound 

" " Vocalization of 

" Table of Single and Double 

Contractions and Graminalogues, List of 
" Alphabetical list of 

" tor States and Terri 

D, indicated by Halving Principli 
£>, half-sized, when disjoined 
DepaHmenl eipresaed by ' 
Diphonic Signs 
Diphthongs 



Plao 



>of 



128 to 136 
11 
19 

78,79 

,. 45c 

62 to 64 

73.74 

43 

45a, b 

page 167 

,. 140 

81.87. i35a,b 

page 105 

3, 8, 13. 17 

5.14 

98 to 107 



pages 149 to 134 

pages 158 to 162 

. , • page 168 

J8tol07, 113. 116 



171 
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Diphthongs Joined . , . . . . . . . . 26 

" wanduaeriea 130 to 133 

Pjating iiiahing VnwalH ,, ,. ,. ,. 141 

^ Outlinea 142, 143 

Doubling Principle 110 to 117 

Enter- Prefii .108. 135d 

-er added to mpr, m^^w .. .. .. .. ,.113 

F and N hooks 66 to 71 

Pigurea 13S 

Fi. /r, etc., Alt«mftfive tonne for 60,61 

-fulnae. Termination 119, 136h 

6, Omission of . . . . . , . . . , . . 137c 

-or added to n{r .. .. .. .. 113 

Grommalogues defined . . ■ . . . 12 

GnuuroBiloKues alpliabetically Brranged. . . pages 155 to 157 

" and Contractions, List of. . pages 149 to 154 

Out. Compound Consonant 83a 

Halving Principle 98 to 107, 116 

ff«re. Compounds of 139 

-ilily. -olifj/, -arity, etc 88, 136d 

/n-. Contraction for prefii 124, 135g 

-inff, Suffii 82, 136a 

Initial tiooka to Btraight atrokes 53 to 56 

" " curves 57 to 61 

Inter; jnfrw-. PrefiiBB 108, 135d 

Intersections . . . . . . 140 

»sJ, half-length "»" written upward .. .. .. 106 

It indicated by Halving Principle 103 



K. Omission of 137c 

kr added U>ng 113 

Kw, Compound Consonant . . . . . . . . 83a 

t. Double-length, standing alone .. .. .. Ill 

" Hook, to curved consonants . . . . . . 57 

" " straight " 53 

" hooked initially 83b 

" Stroke, joined to circle and ourve . . . . . . 36 

" Upward and djwnward. Review of . . . . . .94, 95 

-Icssneas, Tenninatioa 119, 136h 

-toeicat. " 134b, 136o 

I^ogram defined . . . , . . . . . . . . 12 

^ a«. Joined 42 

Loops et and sir , . , . , . , . 38 to 41 

-lousneaa, Termination . . . . . . 119. 136h 

Lt, Compound Consonant . . . . . . 83o 

" " " cannot be halved . . 106 

' " " when to use . . . . 85. 95d 

-ly. Suffii 129, 13M 

Maona^-e, Prefix 92, 135e 

Medial circle for t only . . . . . . 75 

'ment. SufEi 109, 136d 

.menlai-ly^ty. Suffiies 126, 136o 



Xoogic 



Mv, Compouad Cousonaat . . . . 83d 

" " " hooked initially . . . . 83b 

" " " Double-length . . . . 113 

" " " Half-lehgth . . 108 

N and P hooltB 66 to 71 

Neeative prefixes . . . . . . 12S 

Sa hooked . .■- 69, 113 

''^ Double-leneth 113 

" Half-length 106 

^epr, no tr. Doubled to add "er" 113 

Hot expressed by Halving Principle 103 

711, nsa, na(, nstT, after a curve . . . . 76 

Omiasion of medial consonants . . . . . . . . 137 

" " words in phrasing , . 126 

Padded torn 83d 

P. Omiasion of 137a 

Partti expressed by interBection . . . . 140 

Phonetic Bpelling 1 

Phonographic Alphabet . . . . . . . . page 169 

Phraseogram defined . . 28 

Phraseograraa, List of . . . . . . pages 163 to 166 

Phrascography : . 28 

Phrasing, Circles s, stc, and «s in . . . . , . . . 45 
" Doubling Principle in .. .. .. 120 

" Halving Principle in , . 103 

" Omission of am- in . . . . page 105 

" u 4. „pnjB in 126 

Place, First, Second, Third 6 

Position, First 9,16s 

" Second , . . . . . . . . . . . 9 

" Third 9.21a 

" How affected by diphthongs . . 23. 24 

" of double-length strokes .. .. .. 117 

" of hftlf-leogth strokes 102 

" Short and long vowels equally affect . . 22 

" When unnecessary to olMierve 142 

Prefixes , . 81, 87, 92, 108, 118, 124, 128, 134a, 136 

Prefiies. Summary 135 

Punctuation .. .. .. .. .. 11 

fi added to Z and r 83c 

" " " mp by doubling .. .. .. .. 113 

' hook to curved consonants . . . . . , ' , . 58 

" " " straight " . . . . . . . . 54 

" Half-length upward, not to stand alone 107 

" Upward and downwerd, Review of . . . . . .96, 97 

rd. and r(. Final 107 

Railvtay expressed by intersection . . . . . . 140 

Rer, Compound Consonant S3o 

" " " cannot be halved . . . . 106 

" " " when to use . . 85, 97d 

Right curves for Fl. /r, etc 60, 61 

S, Stroke, when written 33, 35, 46 to 51 



174 BRIEF COUBBE IN SHORTHAND. 

Sdf-, Prefix 118, 135t 

Sk. how written 15 

-Ship. Suflix 93, 136g 

Skn preceded by B diphthong and a vowel . . . . 80 

Shr and Shi. how written 59 

Shun hook 78 to 80 

Similar words . . . . 143 

Society expressed by intersection . . . . . . . . 140 

Sound, Student t« write accordjog to . . 1 

Suffixes and TermiDations 82, 6S, 93, 109, 119. 

12d, 129, 134b, 138 

Suffixes, Summap' 136 

T indicated by Halving Principle 98 to 107, 116 

T, Half-siied, disjoined after t or d . , . . . . 99 

" Omisaion of , . . . 137b 

There, Compounds of 139 

" or tJieir indicated by Doubling Principle . . . . 120 

Tick the 37 

Triphone 25 

-tare, indicated by Doubling Principle . . , . 114, 123 

Vowels, First-place long 16 

" Second " " 7 

" Third " " 21 

" between two Bttokea . . . . 10, 16b, 21b, 22b 

" Places of . . . . . . . . . . . . 7 

" Signs for consecutive . . . . . . . . 127 

" Short _ 22 

" Distinguishing . . . . . . . , . . 141 

Vowel aw joined initially . . . . . . 42 

" and diphthong, Consecutive 25 

" within es circle 43 

" cannot be shown between letters expressed by a loop 47 
'" indication .. 20, 61, 65, 72, 77. 80, 101, 105, 115 

35, 72, 77. 84, 85, 101, 115, 133 
' unaccented short. Omission of ■ . . . S2 

IT, Abbreviated 131,132 

W diphthongs 130 to 133 

-toard, Contraction for . . . . . . . . . . 100 

-wart, " * 100 

word in phrasing . . . . . . . . 103 

-wort. Contraction for 100 

icmJd in phrasing . , . . . . . . 103 

Wh, Compound Consonant . . . . . . . . S3e 

Where. Compounds of 139 

Whl. Compound Consonant . . . . . . . . 83b 

Wi ^ " 83b 

Wl. whl " " how read 84 

Y diphthongs 130 to 133 

-j/ard, Contraction for . . . . . . 100 

Z and 8 circle 30 to 3Q 

MAR 4 - iy^s 
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ISAAC PITMAN & SONS 
8 West 45tli Street, New York 



Taaehm and at 
















Pitioul & Sons. 





TEXT AND SUPPLEUENTART BOOKS. 

Conne in luu Pilmiui Sbortlumd. Clotb. embmBed in gold, UO 

01 ShortbKDd, Bpecially deaigacd (or the Shorthand AmanuenBig 
and lulapted (or use in BusinesB ColleEeB, Academies, and Hicb 
~ • ■ ■"' ■ -7ork ia officially used in the Hi«h Sohools of New 



York, Brooklyn, and other larKe cilies, 

il Edition of "CourM" ispubliBt 



••;.?r"S 






Say to " Conrw." Cloth, COc Also in Leaeon Form. tOc 
Taaac Pitman^s Shorlliaiid Instmctor. Cloth, emboBBed in ^Id, 
tro pp., tl.SO. An Eipodtion of Isaac Pitman's System of Phonog- 
raphy. Containing instruction for both bepiuiera and advanced 
BtudentB with copioua lists of PhrHsee and Eiercises. Business 

Key to " Shorlliaad Infltractor." 60c.; cloth, Wc 

Brief Course in laaic Pitman Shorthand. Cloth, gilt, IT* pp.. M.ll. 

A condensed form of "Course" arranged in Twenty-Sevan Leesona. 
Snpplenwntary Eiercisei in Isaac Pitnun Shorlhand. Part I. A 

series of graded eiercises for use with the "Course." lOc 
Pnlladnary Ingtmctlons for the Study of Isaac Pilnum's Shorthand. 

in Isaac ^tman Shortha^." Uc 
Pitman's Shonhand Vrltinc Eiercises and Ezaminatlan Testa. Cloth, 

dnd graduated sentence eiercises in ordinary print for writioi 

Ksr to " Shorthand Writlnc Bntdses." In EngraTed Shorthand, 

Practice Letters lor Be^lnnen In Sbotlhuid. <1 pp., Wc Inordinary 
tope. A new dictation book on unique linea. feginning with the 
first principles and developiuE in harmony with the atttharitatiTt teirt- 
bivoks "Course in Isaac Ktman Shorthand," "Brief Course" and 
"Isaac Pitman's Shorthand Instructor." 
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OndQiMd TeMB in Iiuc Pitman'* Shocttuuid. W pp., 10c A bbHss 
of revlBLonoT:/ detcLaes. arranofld oa bq eQtii^ly nevr pbm, wilb the 
object of testinE tbe studenC'BluiDwledee of the system. 

PUmin'a Shorthaad Readiu Leuons, Ho. 1. U pp., lOc For 
use with the "Instructor, ' luid fun^n hin g reading practice Bod 



Pitman's Sboilliand Reading L«saoiis, Ho. 1. SI pip., Ik. Key, fc 

Pitman's ProEressivs Dictator. ttO pp., clotb, cilt. Price SSc. An 

cntii«Ly new and eomplele Manual of Dictation comprieinE selec- 

buHJnedfl arranged witJi voc^ulariea of erv/^ixvtd tdiorthand outliiiefl. 

Talks with Shorthand Students. An eitended eiplanation of the 
principles of Isaac Pitman's Shonhand. Ul pp., «0c.^ clotb, SOc 

ProgressiTe Studies hi Phononaphy. 40c i doth. 10c. A mmple 
and eiUnded eipositios of the Art of Phonetic Shorthand, as set 
forth in the "Teacher," the "MannaL," and the "Reporter." 

Notes on Lessons on Pitman's Shorthand. Ill pp., cloth, gilt, Tfc 
Consbts of about fifty lessons nith each of the principlee from the 
Alphabet to the nistinguishing Outlines catefully set out with valu- 

Cbtts Abonl Pitman's Shorthand. M>c: cloth, gilt, TOc Contains 
a eeriea of thirty-five "Chats", on the syfltem. As the student 



s Fshles. 10c. In the Learner's Style. A valuable reading 
k in words of one syUable. 

leadings. 10c In Ibe Learner's Style of Shorthand, with Key. 
ling Eierdses. 10c Intended ss a companion to the "Re- 



"Reporting Eie 

The Acquisition of Speed in PhonogranhT. 11 pp., 10c. In ordinary 
type. Containing chapters on the following aubieets: The System 
—The Importance of ThorouEhneaB and Method of Studj Elemen- 
tary Speed Practice— Tests of Speed— etc. 

The GrammalORies and Contractions of Pitman's Shorthand. Paper 
coven, 10c Also pubUshed in Vest Pocket Siie, cloth, 10c. 

How to Prsctice and Memoriie the Grammalogues. 11 pp.. 10c. 
An citremely useful book for practice, arranged eectionally In the 
order in which they appear in the Course and the Inalrucliir. After 

Exercises on the Grammalogues sjid CanttactJans. M pi>., Ump 






ith key. The feature of this useful 
d for the tevisinn of the Brammalogueo 
:icrcisee are arranged alphabetical^' — 



The 

inuiy. SSSpp.. cloth, ll.H. "Libraiy 

edies, tl.Tl. Tenth Edition, ReviMd 

and enlarged, eonttunine me Shorthand ReponiDi Outlines, beauti- 

geocraphical nuncs, with parallel Key in oidiiuU7 type. 
Abridied Shorthud Dicdaiuuy. 131 pp., cloth, gilt, TSc: French 

moroeco. gilt, aiie S i IN in.. tl.OO. ContsinB over StJlOO vards, 

with their shorthfUid ehaiactani. 
CtunutitiTe SpelleT and Shorthand Vocibnlary. Cloth, gilt. Itl pp.. 

Mc 
Th« Reporler'a Aaai«(«nt. in pn.. 101!.! cloth, 60c. A Kay tt 

in Shorthand, and'fn: 
all words that ^untaii 

Tachnlcal Beportlng. 

m fteporting Ugal, Medical. ScicntiBc, and other Teehnical i 

Pnctkal BoalncaE Letter* in Shortluuid. H pp.. Wc A 
BiiHineBB Lettera. in enfffavtd laaae Pitman'A shorthand, t 
containing 7* le"^ — 



PP- ' 



nrespondeace in Shorthand, Sob. 1, 1, S, 4, t, S and T. 
»c. each. A Hiiea of valuable boaka eonlai 



1 Nob. 1 and 1, in one 



Cloth, K pp., eOc. 
BnaTHsaa Cobmbpohdihcb ih Shobthand Nob. S and B, ii 

volume. Cloth, W pp.. Mc. 
BCSINEHS COHHaSPQNnr.wr TH Shortbahd Nob. 1, 1. 3 and 

one *olume. Bpeoial Shorthand Edison willuut Ttipe Ken. ' 

gilt, SS pp., T5c. 



ntmu'B MHh Centner Bnalntei DicuHtm Book add LenI Famu. 

m Uk, atifl boarda uid eloth back. TSc; cloth, tl.OO. (Eishth edi- 
tion.^ ContaioinB an up-to-date eoUection of genuine letters (in 
ordinary ty^), claanfled under fifty lines of bueiness: I«gal Forms, 
and a Judicioua selection of practice matter for general dictation. 
Also chapters on SpeUing, Punctuation. Capilali.ation, etc. All 
progressive Schools, without reference to tlie aystfim of Shorthand 
taught, should insist upon each student ptoouriug a copy. 



The Stadoil'f PncUcs Book. Mlpp., cloth, _ Prim, Tic. Acalleo- 

•n of"th. 
rie in I* 



Ml pp., cloth, .__. 

)i Letters for Acquiriiia Speed in Shorthnnd. Designed te 
d by pupils OQ the oomplBtion of the study of the r^^~-'~ 



of the phncmles of 



mmercdal Coirespondence mid Commsrcisl Sncllah. 

Oc. A practiMl -MaauKl uf CommereiBl Correspond.-.. 

a key to '■Commercial Correapondenoe in Shorthand." 



■™h'^d!la*man,^ 



and editions are published in Spanif 

luUnctlon in Lenl Work. U pp., 31c. In lyrdSnary type. For 
Court StenograplierB and Law Htndents. KepHsted from '^ Pitman's 
Twentieth Century Dictation and Legal Forma." 

How to Become a Law Stenoirapher. 1S9 pp., T(c.; cloth. tl.OO. 
Foe Stenugraphera and Typists. Kfth Edition revised and enlarged, 
A Compendium ot l^eaal Forms containing a complete set of Legal 
Dociimenta accompanied with full eiplanatioHa and directions for 



-.1 of legal «■ 



1 gl^trthand oi 



ADAPTATIONS OF ISAAC PITMAN'S 

PHOHOGRAPHY TO FOREIGM 

LANGUAGES. 

TaqDitraflit EspaSali de Ibuc Pitnuo. ^ llf pp., ctot^. gilt.Jll,SI. 



> Lengua 

' " Idas de Comercio, Institutos y tan 
'^ ' 1 Ada]ptation of laaae Pitu 



Shorthand to the Spanish Lan 
Eev to Tsqaignfla Eipotiala. Cloth, gilt, tl.OO. With additional 

Enrcises. 
French Phonographr. <Dc.; cloth, BOc. Third edition. Revised 

iangua'ge"'*By T. A. R *" "'° " onograp y 



Wtman. Par Spencer Hetbei 
■s Phonography to the French 1i 



Kuage. cloth. 11.10. 



cnch Shorthand Commercial Correipondance. Cloth, M pp.. TSc 

A Series of Business Letters in French Phonography, with type Key. 

irman Phono^aphy. Crown Svo M pp.. OOc; oloth. SOc An 

adaptation of Phonography to the German language. 

inuale di FonoEraSa Italiaoa. SOc. An adaptation ot Phixiog- 

raphy to the Italian language. By GinsEPFE Fr&ncini. 

Itch Phonography. tl.M. An Adaptation of Fhonograpby to 

the Dutch laogusge. By F. Dg HiAH. 

lo Ksp«r«nto. Limp cloth. OOc 
•1.00. As adaptadon ot laaui Rt- 

languBge. Ry Rev. W. Tatloce. 8 J. 
JapansBs Phooography. Complel*. »1J». ■ 



SHORTHAND READING BOOKS. 

Tlw student, to incr«Ba« hia Bpefld, and ta improTe hla knowledge of 
PhonoHlolij, CANBOT READ TOO MUCH WBLI^ESGRAVM) 
SBORTHAITD. One idTuCaie of studying the Isuc Pitman syslem 

Utnature in that Byatem is far in excess of ALL other lyslems combined. 
"We nould emphsaiie still lurthRi the atalth of UUtoImtc the Itaac 
Pitman sj^siem has. . . , These publishers are continuaily issuing new 
worka in aborthuid, and thia in itaelf ahould makfl their aystem a QTeat 
Joret in Hit thorthandieorld."— Bminei! Joamal <.Kew York). 

«itenaire line they ^imiah is of itself the hSgheit leconimendation fat 
a^nW^^roThh '^™ «»"mn — mmoaB tn. 



A Shorthud Blithdar Book of Dicksns Qaoutloas. Cloth, silt, SSc 
Id the Carrespondina Style of Pitmsn'a Sharthand. 

Sslect Readings, Ito. 1. U pp., Me. An entirely new book of read' 
loas. FartUl liat of selections:— "A Rill ftom the Town Pump" 
(NiTBANiEL HxwTHOKKE) ; "The Heart of London" (Charles 
Dickens); "The Man in Black" {Ouveb GouJamTn); "Household 
Superstttione " (Joseph Addison); "Caught in the Quicksand" 
(VicmiB Huoo), elo. 

Select Readings, TIo. t. U pp., Mc Containing "A Pint Nieht 
at Sea" (RicH*Bn H, D»n*); '■Niagara" (DickensI; "ThB Candid 
Mau" (BOLWEB Lttton). etc. 

Uoiby jDoction and olba SloHea. By Chables Diceehs. Mc; 
Cloth. Wc. 

The Chimei. IIT pp„ BOc; cloth, BOc. By Chables Diceenb. 

The Battle ol Life. 130 pp., Uc.; eloth, Mc. By Charles DicEEm. 

The Sllnr Ship of MeHca. IH pp., Wc; cloth, He By J. H. 

The Book of Psalms. IM pp., Uc.; cloth, SOc 
Self-Culture. 91 p 
GolllTet'fl Voyage 

awlrr. 
Tales and Sketches. SB pp.. 10c.; eloth, We. By Wabhinotoh 

iHVINa; with printed Key. 
Robinson Crusoe. SM pp.. SOc.; cloth, 7Bc. By Daniel DErOE. 

Illustrated. Thia work u eitremely well adapted for use aa a ahort- 

Tbe Vicar of Wakefleld. niustrated. MO pp., BOc; cloth, SOc 

Scenes from Pickwick, ti 
With, pen illustrations 

Uiscellaneoua Readings. A new reajiing book, with Key in ord 

type. SBc; cloth. BOc 
8«lectionB from American Autbors. Ill pp., Mc; cloth, SOe. 

Key in ordinary type at the foot of each page. 
The CHcket oa the Hearth. lU pp., BOc; cloth, BOc. By Ca. 



;; .„ GoOJ^Ic 



Biisf SeportlBC Hotci In ^oithuid. or ShDrthuid Dictation Bieicisei. 
U pp., ISc. With printed Key, ajid the mailer counted and timed 
tor lestina of Speed either in Shortlisnd or Typewriting. 

The Sicn of Poui. 171 pp., COci doth, flOc By A. Coh>h Dotlk. 

IMei from Dlckeni. HI pp., COc.; cloth, 60c ContainiDg "The 
Tugg'a at Hamarate," ''The Bloonisbuiy ChrialeninE,"' "The 
Oteat Winglebury Duel," and " Mr. WaOduB Tottle," from " BietehES 
by Boi." 



ps«B iilustrstKHu. 
i. VK pp.. Mc.j cloth, Mc By Bbtt Habte. 
L 111 pp., 40c.; cloth, fOc. By Chablib Diciens.^ 
t Bifh Speed in Shortband: Hov to Attain It. U pp., 40c With 

type Kiy. 
t Shorthand gmnUtiatioM : How to Piepua tor uul How to Pau 

t Won and Loit. By John Tatloh. SSc 

t Tba Phantom Stocknun. St pp., Wc. Bj- Omr Boothbt. 

Gleaninxa. IToa. 1 and 1. 4S pp., eaeh. Each Me. Containinc 

reproductions o( nolabLe esBaya by T. A. RcEO and others, on ehort- 

biuid maltets, with printed Key. 
The Legend of Sleepy Hollow. M pp., Mc By WABaiNaTOH Ihyikq; 

RlpVan Winkle. SI pp.. Mc By WiaHiKOTOH Jhyino; irith printed 

The Bible in Shorthand. Cloth, beveled boHrds, red edges, tS.OO; 

roaa, gill edges. IS.SO; morocco, gilt edges. •4.M. Each style 

haa a ailk maSer and comee boied. Containing the Old and New 

Teataments. 
The New Testament. MS pp., roan, red edgea, fl.M: Turkey moroeca, 

gilt edges. Sl-OO. In an Easy Reporting Style. 
The Book of Con: „_,, 

morocco, gilt edges. SS.OO. In an £asy Reporting Style. 



TY^BWHrnHG. 

Pradlad Coone in Tonch Trpewiiting. By Chas. E. Shith. AuiAop 
0/ ••Cumulalitt Sptlkr." Eleventh Edition, revised and enlarged, 
gOc.; cloth, Tk, A ScientiGc Method of Muterine the Keyboa^ 
by Oie ;SenBe of Toneh. The deaiRn of this work is to teach touch 

will have an absolute eomrnaod of every lie:; on the keybomd, 
and be able to atrike any ke>^ more readily without looking than 
would be the case with the aid ot eight, A Kparate Chut eon- 



tutuDff Keyboard aod DiagrAins priotod in fine colors, on a heavy 

HpecimeDB of ootual Buaineaa Lettera, liegal Forrna. t^cificatiano, 
I^UuctiDDB for tbe Uw of the Tabulator, etc., aU prinled ia actuid 

board or Oliver Edition is aeaired. Adopted by the New Yort 
BoBtoB and Baltimore Boards of Eduoation. 

"Touch Typewriting cau be more easily and qiilekly acquired by 
going from the outside keys loward the center. It la the natural 
method of leaminE the Iceyboard, and prevents tho beeiuaer from 
being inacourate. I recornraend Mr. Charles E, Smith's 'Practical 
Course in Touch Typewriting' as the l>est Typewriter Teit-Book for 
those who msh to become rapid, Bccuralfi touch typists."— jtforflo"* 
B. OiMO, the World' t Chamvion Typist. 
The New nnivanal System of Toucb or Sight Trpewritiot. By I. W. 
PiTTON. Third Edition Revised and Enlarged. «0c 

BUSINESS ENGLISH AND OFFICE TRAINING, ETC. 

Btrle Book ol Business EngUsh. lU pp.. 8Be. Sixth F.dition Revised 
and Enlarged. For Slenographets and Correspondents. This new 

it is seen. Teuchera of tnia subject using this work can feel assured 
of vastly better results than (hey have ever before secured. It 
the New YiT^Hi^°SchoolB. r an s u en op 



ik of BusiuesB English.' I leeon 
lona: It is so comprehensive, 1 
it is oo plainly composad that a 



helpful manual on Che subject, that will giestly impress the intelli- 
gent student and be much appreciated by aU who value clearness 
and tboroutbness in writing. 
Book of Homonyma. By B. 8. Barrktt. Cloth, gilt. IBl pp., TSc. 
What an Homonyme? Tbey are those perplexing words that 
an pronounoed alike but •pellcd diRenntly. There are some Sve 
or sil hundred of these words that the author has culla.ted in alphs- 



BOOEEEEPING. 

Bookkeaping SImidifled. By Fein J, Net. Cloth, gilt, m pp., ll.M. 
BoOEEEcpfNO as taught in the class-room is often of httle use 
behind the desk, and this \a partly 'lue to the fact that bo many 
texts an pnpared with the sole object of enab^ng students to pass 
™r.«in ....^rn.ti^r. Tho object of this new work, "Bookkeeping 

■.e desk, embodj^ng, as it does, all tho 
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